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Before You Start 


Rags to Riches Ledger is an accounting tool for small businesses. Ledger 
and your Macintosh work together to help you track your financial posi¬ 
tion on a regular basis. Each time you record a revenue deposit or write an 
expense check. Rags to Riches gives you instant profit and loss results 
right on your screen. Up-to-the- minute records make it easy to closely 
monitor your income and expenses. 

Ledger also gives you details. Printed reports and on-screen audits show 
all the pieces that make up the big picture for your business. Information 
from other Rags to Riches modules can be merged into Ledger and posted 
automatically to your Ledger accounts. 

About This Manual 

This Rags to Riches Owner's Manual provides everything you will need to 
know to use Ledger. This chapter gives you an overview of the 
manual, describes what we assume you already know about using 
your Macintosh, and describes how the modules in the Rags to Riches 
series work together. 

Chapter 2 gives you an equipment checklist, tells you how to make 
a work copy of your Ledger Master Disk, how to make a backup 
copy of your data, how to use Ledger menus and commands, and 
describes how your Ledger accounts will be defined. 





_ Before You Start 

In Chapter 3, the tutorial takes you on a short guided tour of using 
Ledger in a real-life business situation. We show you how to create a new 
account, post a transaction, audit the activity of an account, and print 
reports. After you complete the tutorial, you'll find that setting up your 
accounts and using Ledger to manage your bookkeeping is simple to do. 

Chapter 4 gives you steps for starting your own set of books. You 
learn how to load the program, set options, create your accounts, print a 
Chart of Accounts, save data, and exit the program. 

Chapters 5, 6, 7, 8, and 9 are reference chapters. Each chapter 
discusses one of the pull-down menus: File, Edit, Enter, Show, and 
Action. When you need more information about a command in a 
particular menu, check the chapter which describes how to use it 

There are six appendices: 

• Appendix A, "Accounting Basics" is a short lesson in basic 
accounting terms and procedures; 

• Appendix B, "Examples Of Reports" shows samples of all of 
the reports you can print with Ledger; 

• Appendix C, "Sample Transactions" shows how to record 
typical business activities; 

• Appendix D, "Using Account Numbers" describes using 
account numbers to order and subtotal the accounts on your 
financial statements; 

• Appendix E, "Creating Your Own Logo", describes how you 
can print your own company logo on reports; 

• Appendix F, "Ledger Command Reference" gives you 
an overview of all the commands in the pull-down menus. 

At the end of the manual, there is a Glossary of terms and an extensive 
Index to help you get to the information you need easily. 

What Every Mac-User Should Know 

If you’ve used your Macintosh for long, you already know that there is a 
special vocabulary used to run it. We have made some assumptions about 
your knowledge of Macintosh. 
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Before You Start 


First we assume you know the basics of setting it up, turning it on, and 
inserting disks into the disk drive. We also assume you know how to use 
the Macintosh mouse and windows as described below: 

• Click to activate a window or select an item or line of text 

• Drag to pull down a menu or move an icon or window. 

• Double-click to select and open an item at the same time. 

• Enlarge or reduce a window by using the size box. 

• Scroll through a window by using the scroll boxes and 
arrows. 

• Close a window by clicking the close box. 

If you are unfamiliar with any of these terms or techniques, go back to 
your Macintosh owner's guide for a quick review. 

In addition, our instructions for saving data and copying disks are given for 
a one-drive system. If you have two drives, we assume you already know 
how to work around ejecting and swapping disks. 


The Rags to Riches Accounting Series 

Rags to Riches Ledger is one of several modules in the Rags to Riches 
series. Each module can be used independently or can work with others as 
part of an integrated accounting system. The other modules track 
accounts receivable, accounts payable, professional billing, 
and inventory management. 

The Accounts Receivable module is used to track your customer accounts. 
You can print invoices and statements, as well as use on-screen and printed 
aging reports to monitor your customers. The Payables module is used to 
schedule payments to your vendors and print checks. The Professional 
Billing module prints professional looking statements and tracks 
balance-forward accounts receivable. The Inventory module helps control 
your cash, inventory, and sales by clerk. Used at the point of sale. 
Inventory can track sales tickets, refunds, purchase orders, receipt of goods, 
and transfers to other locations. 

Information from the Receivables, Payables, Professional Billing, and 
Inventory modules can be posted automatically into Ledger by using the 
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Merge command described in Chapter 5 of this manual. 


Integrated Accounting 


Payables 


Receivables 



* Record invoices 
owed 

* Print checks to 
pay invoices 

* Record expenses along 
with payments 

* Record assets purchased 
along with payment 


Ledger 


A s s e ts; 

Cash 

Accounts Receivable 

Liabilities: 

Accounts Payable 

Ingoing: 

Sales Revenue 
Service Revenue 

Expenses: 

Rent 
Utilities 
Wages 
Benefits 
Supplies 
Telephone 



Cash 

Accounts 

Receivable 

Revenue 


Functions: 

* Record invoices sent 
to customers 

* Print Invoices and 
Statements 

* Record revenue along 
with invoicing 

* Record payments 
from customers 





About Ledger 


This chapter presents all of the information you need to get started using 
Rags to Riches Ledger. We give you: 

• a checklist of the hardware and software you will need 

• instructions on how to make a work copy of your Rags to 
Riches Ledger Master disk 

• instructions on how to make a backup copy of your data 

• basic information about defining Ledger accounts 

• information about Ledger menus and commands 

What You Need 

This checklist gives you the minimum requirements for using Rags to 
Riches Ledger on your Macintosh. If you are missing any of the items, 
contact your Macintosh dealer for help. 

() Rags to Riches Ledger 
() Macintosh with a minimum of 512K RAM 
() Two (2) blank 3 1/2” disks 

() Macintosh-compatible printer and connecting hardware 
() Printer paper 




Making A Ledger Work Disk And 
Backup Disk 


Before you begin to use Ledger, you should make a work copy of your 
Ledger Master Disk. NEVER work with the Master Disk. If you ever 
inadvertently damage your work disk, you can use the Master to make 
another work copy. Do the following steps: 

1. Initialize two (2) blank disks. 

2. Name one icon "Ledger Work" and the other "Ledger Backup". 

3. Eject both disks and label them respectively as " Rags to Riches Ledger 
Work " and "Ledger Data Backup ". Be sure to write the version 
number (i.e "Version 3.1") of the Master Disk on your Work Disk 
label. 

4. Insert your Rags to Riches Master Disk and your Ledger Work Disk. 

(If you have one disk drive, you will have to eject the Master, then 
insert the Work Disk.) 

5. Open the icon for the Ledger Work Disk. 

6. Open the icon for the Rags to Riches Master Disk. 

7. Move all of the icons from the Master Disk to your Work Disk. 
Macintosh will prompt you to swap disks if necessary. 

8. Store your Rags to Riches Master Disk in a safe place. 





_ About Ledger 

Making A Backup Copy Of Your Data 

You should always keep a current backup copy of your Ledger data. 

Dusty (mpewture t mmlmment oUh nMubm . a nd the . 

dements can cause irrecoverable data loss. Make a habit of 

baekinz up at the end of each day and be sure to store the 

backup copy in a safe place . If your Ledger Work Disk is ever 
damaged, you will certainly be glad that you did. You may also want to 
save a backup copy of your Ledger data just before you end an accounting 
period and keep separate disks for each month of the year. Follow the 
instructions below: 

1. When you finish a Ledger session, save your data on your Work Disk, 
exit the program and return to the Finder. 

2. Leave the Work Disk window open and eject your Work Disk. 

3. Insert your Ledger Backup Disk. 

4. Drag the Ledger data file icon (which is the one with the filename you 
created) from your Work Disk to the Backup Disk icon. You will be 
prompted to swap disks if necessary. 

NOTE : NEVER enter data directly onto your Ledger 

Backup Disk! If you enter new transactions on 
both the Backup Disk and the Work Disk, you will 
modify the balances of your accounts in two 
different places and you will not be able to 
consolidate the two. New transactions should only 
be entered on your Ledger Work Disk. 

(See also "Saving Your Data On a Backup Disk" in Chapter 5.) 
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__ About Ledger 

About Ledger Accounts 

Each Ledger account must have an account name. Account numbers 
are optional in Rags to Riches Ledger. You can use account numbers if 
you wish to order and subtotal the accounts on your Income Statement and 
Balance Sheet. Account numbers also can be used to track multiple 
departments within you chart of accounts. Appendix D describes how to 
use account numbers with Ledger. 

Ledger Menus And Commands 

Ledger has five pull-down menus: File, Edit, Enter, Show, and 
Action. Each menu has a list of commands that can be selected by 
dragging the mouse to highlight your choice and then releasing the mouse. 

Some commands can also be entered by using special keys assigned to 
them. These keys are displayed in the menus to the right of the command 
names. {See Appendix F for a command reference.) 

When a command is selected, a window, dialog box, or choice box will 
usually appear. In the choice boxes, click with the mouse to check or 
uncheck your selections. 

The Menu 

Commands under the ft will work while you are using Ledger. However, 
most are not necessary for doing your accounting. The default date for 
transactions and the date for closing each accounting period is taken from 
the Macintosh Control Panel. Make sure the date on the Control 
Panel/Alarm Clock is current. See your Macintosh owner's manual if you 
need help. 
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Summary Points 

• A checklist of required hardware and software is provided. If you 
are missing any of the items on the list, check with your dealer. 

• Steps are given for making a Ledger Work Disk and a 
Ledger Data Backup Disk. 

• In Ledger, an account is accessed by its account name. An 
optional account number can also be assigned to an account. 

• Ledger has five pull-down menus: File, Edit, Enter, Show, 
and Action. 

• Commands can be selected by pulling down a menu or entering 
special keys. 

• Ledger’s period end closing is based on the date set on your 
Macintosh Control Panel. Be sure the date is set correctly. 
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The Tutorial 


This chapter takes you on a brief guided tour of using Rags to Riches 
Ledger. We will introduce some of the basic tasks you will be doing when 
you start to keep your own books with Ledger such as: 

• opening Ledger with an existing set of books 

• creating a new account 

• posting a transaction 

• viewing account balances 

• reviewing the transactions in an account 

• exiting Ledger 

The tutorial is not designed to teach you everything there is to know about 
Ledger. It is a basic introduction. As you begin to use Ledger on your 
own and need to know more about using a command or a window, you 
should check the reference chapters 5, 6, 7, 8, and 9. 

To illustrate the actions you should take as you follow the tutorial, we 
will use the following conventions in our instructions. 



The Tutorial 


When the tutorial says: You should: 

0 Assets click the button by the choice shown 

1500 type in the underlined numbers or letters 

(Return) press the key shown in parenthesis 

In addition we will show you screens and menus. You should use the 
menus and commands described so that your screen matches the illustration 
as you follow along. If your screens do not match exacdy, it may be 
because you are using a different version of the Finder program. 

Loading The Tutorial 

If you have not already done so, follow the instructions in Chapter 2 to 
make a Ledger Work Disk. Turn your Macintosh off and on again. Then 
insert and open the Work Disk. There should be five icons on your disk: 

• the System Folder, 

• the Ledger program file, 

• a sample set of books called ABC Corp Ledger 

• a folder called Templates which contains sample charts of 

accounts for a variety of small businesses. 

• a Templates Instructions, a Macwrite file showing you how to 

use the Templates. 

To load Ledger and the sample set of books for ABC Corp, double-click 
on the ABC Corp Ledger icon as shown below: 

r 6 File Edit Uieui Special_] 


"|il- 

Ledger Work 


id ■ 

—■"= Ledger Work ^ 


H] 

5 items 

223K in disk 

168K available [ 

n § 

System Folder Ledger3.1 E 


□ 

Rags G/L .Templates 

Template Instr 

£ 
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:oj_ 
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The Tutorial 


Ledger will take a few seconds to load and two windows will appear on 
your screen. The Account window is in the background to the left. We 
will use it a little later to set up a new account. The Summary window 
is active in front. 


Getting Help Onscreen 


Before we set up the account, we’ll show you how to get help if you need 
information about a window. Help information is available about all of 
the windows in Ledger. When a window is active, pull down the File 
menu, highlight the Help for... command and release the mouse. Click 
to activate the Account window to the left With the Account window 
active, select Help for... now: 


Accoj 


Edit Enter Show notion 


Rbout Ledger... 

Saue & Continue 

3€E 

Merge... 

3€M 

Update... 

3€U 

Print... 

Print Setup 
Report Format 

3€H 

Quit... 

9€Q 


Year-to-date: 


I SUMMARY | 


O Quarterly O Yearly 
ability O NetUJorth O Income O Expense 


$23,876 07] 
$98 60: 
$4,145.00! 
$50,810 57* 
"$3,688.31" 
$8^2 26.01 
$6,823,751 


POST j [ CLERR 


24 4* 

"52’b* 

III:®* 

7 . 0 * 


A box will appear with information about the Account window. To 
clear the box and return to work, click anywhere. Ready to set up the new 
account? 


Setting Up A New Account 

Now we'll show you how easy it is to set up a new account in Ledger. 
We'll enter a new account to keep track of our advertising expenses. 
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* File Edit Enter Shorn fiction 



The Account window in the background will become active. Click the 
Clear button at the bottom of the window. All of the fields except Class 
and Account Number will clear as shown in the following screen: 


6 File Edit Enter Show fiction 


SUMMARY 


fit C OUNT 


Auto-Search: 


Checking Account 


Assets 


Account Name: 

Class: 

(5) Assets O Liability O NetUlorthO Income O Enpense 

Account Number: 


1 100 


Current: 

Quarter-to-date: 
Year-to-date: 


$23,876.07 


$25,349.48 


$25,349.48 


POST 



The text entry pointer is located on the Account Name field. Type the 
account description and press the Return key as shown below: 

Advertising Expense (Return) 

Now you must choose the class for this account. It is easy to guess that 
Advertising Expense is an expense account. Click the Expense button. 
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© Expense 

If you need help information on any account class, first click the button 
beside your choice. Then pull down the Enter menu, highlight the 
About Accounts... command, and release the mouse. Select About 
Accounts... now: 



A box will appear with information about the Expense account. Click 
anywhere to return to work. 

Next we can choose to enter an account number for the new account. In 
Ledger, account numbers are optional. They can be used to order your 
accounts on reports. If you are more comfortable with recalling 
Checking Account (rather account #1001), or Accounts Receivable (rather 
than Account #2005) do not assign your own numbers. Rags to Riches 
will automatically assign "1100" as a default. For this account, we will 
not assign an account number. (For more information , see Appendix D, ” 
Using Account Numbers”.) 

Since this is a new expense account, there is no current, quarter-to-date, or 
year-to-date balance until you start recording your expenses. If you were 
setting up an asset, liability, or net worth account, you would enter the 
current balance of the account in the Current field. ( For more on entering 
beginning balances , see 'About The Account Window” in Chapter 7.) 
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must post it. Click the Post button at the bottom of the Account 
window. 

^ File Edit Enter Show Action 


SUMMARY | 





Auto-Search: 




r i 

xpense 

= 

Account Name: 

Advertising Expense 


69.1 * 

— 

Class: 

Expense 


0.0*, 


O Assets o Liability O NetUJorthQ Income <S) Enpense 


0 0* 



0 0* 


Account Number: 

1 100 

18.1* 




9 5* 


Current: 



0 3* 


Quarter-to-date: 



0 0* 




2 8* 


Year-to-date: 



bo* 

_ 

V--, , , - -, j 

B&l [ CLEAR ] 




L: : : : : : : : : : : : : : : : : : : : : 


The window will clear and the new account is now part of your Chart of 
Accounts. We will use it in the next section to record a check written for 
advertising. Let's close the Account window now. 



Amount 


SUMMARY 


New Account 3€2 
OPTIONS §€5 


irterly O Yearly 

2) NetlUorth O Income O Enpense 


About Accounts 


Petty Cash 


Accounts Receivable 


Inventory 


Other Assets 


furniture and Fixtures 


Equipment 


Entering A Transaction 

To record transactions in Ledger (such as deposits, checks, accounts 
payable purchases, etc.), pull down the Enter menu, highlight the New 
Data command, and release the mouse. The Data window appears: 


Enter _ 

New Data I _ 


Show Action 
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The Tutorial 


Before we enter the invoice, let’s take a moment to look at the different 
types of fields used in Rags to Riches windows: 

• Double-lined fields such as the one beside "Primary Account" are 
called "Clairvoyant" or "search" fields and are used to locate 
account names or numbers. With each character that you type in 
a Search field, Ledger will automatically display a complete name 
or number that matches. 

• Dot-lined fields such as those beside the Clairvoyant fields are 
called "Echo" fields. Echo fields display the account names or 
numbers located by program based on what you type in the 
Clairvoyant field. 

• Single-lined fields such as those under the Amount field are used 
for entering data. 

You will learn how to use these fields as we continue the tutorial. 

Let's assume that we just wrote a check for $400 for a newspaper 
advertisement To record this transaction in Ledger, we simply fill in the 
information on the Data window. 

First you select one of the five transaction types: Deposit, Check, 

Money, Payable, or Transfer. You can select a transaction type by 
clicking the button beside your choice or entering its first letter (i.e. "c" 
for "Check") in the Type field. 


^ file Edit Enter Show Action 



SUMMARY 1 


JITnTTTTSTrTTTii^Bo 

noT« i 

Expense 

TyP* : 


Check 


O Deposit 




is/mecK <^>r*ioney rayaoie (J Transfer | 


Primary Account 


^. “ "i 


Amount : 



1 

<BBBEEIZl| 

Offsot Account: 


—- __ 

1 



_i. 

1 


Cleared: 




Memorandum : 



1 

SSESB 

Date (mm/dd/yy) : 

10/15/85 

1 


Recurring : 

_ 


: ' : : : 

( POST 

— 

J ( CLEAR ] [ UOID ] 

*::::;::: ::::; ::::: 
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Press Return to move on to the Primary Account field. 

In the Primary Account field, we need to enter the account that the check 
was written from. To access the account, simply start typing the 
account name "Checking.” As you type "Ch", the echo field suggests to 
you the Checking Account and the account balance, $23,876.07, is 
displayed at the top of the window. 



You can enter amounts in almost any format (with or without a dollar 
sign, decimal point, etc.). The amount will show exactly as you type it 
until posted. After the transaction is posted, if you return to view it, the 
amount will be displayed with the dollar sign, comma, and decimal point 
automatically inserted for you. (Amounts can also be entered as formulas. 
See "Entering A Transaction Amount" in Chapter 7.) 

Type the amount of the check as shown below and press Return. 

400 (Return) 


Now we must enter the second account for the transaction. This is the 
account that the check was written for, in this case the Advertising 
Expense account. 
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To access the Offset Account, again simply start typing the account name 
and Receivables will suggest to which account. As you type "ad” for 
advertising expense, the account name is shown is the echo field. 


6 File Edit Enter Shorn Action 


_ SUMMARY 

<•> Current O Quarterly O Yearly 



Next we can designate this transaction as cleared or not cleared in the 
Advertising Expense account (It was automatically marked as "Not 
Cleared" in the Checking Account) A transaction is cleared after it is 
completed and can be deleted from the Ledger records when you exit 
When you receive your bank statement, you can clear the checks and 
transactions individually to balance your statement 

In the Cleared field. Yes is pre-set as a default. In our example, click the 
button beside No to mark the transaction as "Not Cleared" in the 
Advertising Expense account We'll keep the transaction as a reminder 
until we actually see the ad printed. 
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6 File Edit Enter Show Action 


<5> Current O Quarterly O Vearly 


O Deposit (5) Check 


O Money O Payable O Transfer 

|jCh«cking Account 


Dat* (mm/dd/yy): 



Now we can make a memorandum about the check. You probably want to 
note the check number, payee and what the check was written for. Click 
to place the text entry prompt in the Memo field and type the following 
memorandum, then press Return. 

# 5 1 5 Ci t y Ti m e s - advertisement (Return) 

The date that appears in the Date field is the date of the last transaction 
viewed or entered. To change it, highlight the field and type in the current 
date. 

The last item on the Data window is the Recurring field. Transactions 
which need to be posted regularly and the same way each time can be 
marked as "recurring" and posted automatically as a batch. No is pre-set 
as a default (For more information , see "Designating A Recurring 
Transaction" in Chapter 7 and 'The Post Recurring Command" in Chapter 

9 •) 


Our check transaction is not a recurring transaction so we will leave the 
No button selected. Now post the new transaction in Ledger by clicking 
the Post button at the bottom of the Data window. 
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r 4t File Edit Enter Show fiction 



The window will clear and the transaction will be posted in Ledger. 

NOTE : As you post new accounts and transactions, they 
are stored in your Macintosh's memory . This makes 
posting very fast It is important to remember that 
these new entries are not yet stored on disk. If you 
accidentally turn off your Macintosh before using 
the Quit... c ommand, your Ledger records would be 
exactly the same as before you started the 
interrupted Ledger session. All new accounts or 
transactions would have to be re-entered. 

When you use Ledger for your own accounting, you should periodically 
save your work on disk. (See ”The Save & Continue... Command " in 
Chapters.) 

Let's close the Data window now. 


Viewing Your Accounts 

The Summary window shows the accounts that have been set up for 
ABC Corp. The window displays one class of accounts (asset, liability, 
net worth, income or expense) at a time. The Asset accounts are currently 
displayed. To view the Expense accounts, click the button beside 
Expense. 
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SUMMARY 


(5) Current 


O Quarterly O Yearly 
Q Assets Q Liability Q NetUJorth Q Income (5) Expense 


Cost of Goods 


Advertising Expense 


<•) Assets 

Account Number 


Payroll Taxes 
Pent 


Insurance 


$840.76! 


Operating Supplies 


.Utilities 


Pepair and Maintenance 


Other Operating Expenses 


POST 


CLEAR 


The window will display all of the Expense accounts. (For more 
information , see "About The Summary Window" in Chapter 8.) 


Reviewing Account Activity 


Ledger gives you easy access to the details of account activity. To audit an 
account, double-click on the account displayed in the Summary window. 
Double-click on the Cost of Goods account line now. As you will 
learn more in Chapter 4, all accounts designated as subclass 1 is treated as 
cost of goods sold categories so that gross margins are calculated. This is 
important if you are a manufacturing or retailing concern. 


<•> Current O Quarterly O Yearly 
O Bssets O Liability O Netlilorth O Income (•) Expense 


$400.00! 


Advertising 


Payroll Taxes 


ilnsuranct 


[Operating Supplies 


Utilities 


Pepair and Maintenance 


[Other Operating Expenses 
































The Audit window will appear with that account's activity displayed. 



At the top, you can see the name of the account, the current balance, the 
outstanding amount (transactions which have not been cleared), the 
statement balance, and the total of the debit and credit transactions. For 
each transaction, the transaction date, the off-setting ledger account, the 
memorandum and the amount are shown. The Clear Item button is used 
to indicate (with a "Y" in the OK column) that a transaction has cleared 
and can be deleted from the program when you exit. 

The two buttons. From and All, let you select whether you want to view 
transactions from the current period only or all transactions in your 
Ledger records. These options also affect the information printed on 
reports. (See "From Or All" in Chapter 8.) 

Let us now try the Checking Account. Go back to the Summary 
widnow. Select the Assets button. Double-click on Checking Account. 


The Audit window will show the Checking Account activity. (See 
"About The Audit Window" in Chapter 8.) 
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File Edit Enter Show fiction 


Checking Recount ^ 

(S) From 9/30/85 O Ah 
f Clear Item ) 


_ SUMMARY 

Current Balance: 

—Net Outstanding: 
Statement Balance: 
Debit/Credit Totals: 


$23,876.07 
$ 1,473.41 

$22,402.66 
19617.76 21091.17 


Viewing A Transaction 

To view a transaction which has been posted, double-click on it in the 
Audit window. Let's take a closer look at the first transaction on the list. 
Double-click on the Rent account as shown below: 


* File Edit Enter Show fiction 


Checking Recount 

(5) From 9/30/85 O AH 
Clear Item ] 


Date iRecount Naee 


SUMMARY 


AUDIT 


Current Balance: 

-Net Outstanding: 
Statement Balance: 
Debit/Credit Totals: 


Neeorandu 


$23,876.07 

$1,473.41 

$227402766 
19617.76 21091.17 


Debit 1*1 ! Credit 1-1 


a 


October rent-Chk 


1600.00 



The Data window will open with the transaction displayed exactly as it 
was entered before posting. 
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File Edit Enter Show Action 



TyP* : 


Check 


$23,476.07 


$25,349 48 
21491.17 


O Deposit <•) Check O Money O Payable O Transfer 

Primary Account: 


r-i 


lCheckinq Account 


Amount: 

Offset Account: 
Cleared: 
Memorandum: 

Date (mm/dd/yy): 
Recurring: 


$1,600.00 


Yes 


Rent 


(•) Yes QNO + Expense 


October rent-Chk *1272 


10/1/85 


No 


O Yes <•> No 


( POST ] [ CLEAR ) ( U0I0 ] 


1600 00 
840 76 


250 .00 

2850 00 

9453 44 


4524 97 
567 00 


To clean up our screen a little, close the Data and Audit windows. 


Printing Reports 

Ledger prints all of the reports you need to keep track of your accounting. 
To print any report, pull down the File menu, highlight the Print... 
command, and release the mouse. 
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A choice box will appear. Let's print the Income Statement and Balance 
Sheet Report. Click the box beside Income Statement & Balance 
Sheet so that it is checked with an "X". (To learn more about printing 
other reports , see n The Print... Command " in Chapter 5.) 



lil 


Check nil Rags to Riches reports to print 


KJ Income Statement & Balance Sheet 

□ Consolidated □ by Department 

□ Chart of Recounts 

□ Rlphabetical List of Recounts 

□ Trial Balance 

□ Audit Trail for CURRENT Recount 

□ Receipts Journal □ Disbursements 

□ Sales Journal □ Today Option 

□ Recurring Journal 

□ List of Transactions 

□ Shorn On Screen 


Cancel 


Edit Enter Shorn Action 


Next click the OK button. A printer set up box will appear. You can 
change the settings as necessary. Make sure your printer is properly set, 
then click OK. 



Check all Rags to Riches reports to print 


^ Income Statement & Balance Sheet 

□ Consolidated □ by Department 

□ Chart of Accounts 

□ Rlphabetical List of Recounts 

□ Trial Balance 

□ Audit Trail for CURRENT Recount 

□ Receipts Journal □ Disbursements 

□ Sales Journal □ Today Option 

□ Recurring Journal 

□ List of Transactions 

□ Shorn On Screen 


Cance 


Edit Enter Show Action 
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Samples of the Income Statement and Balance Sheet Reports are shown on 
the following pages. 


Oct 15, 1985 

Income Statement 

ABC Corporation 

1901 I2tb /Ivenue 
Jackson, V7 I 2295 
(505)555-3200 




Current 

PCT 

Soles Revenues 

Income 

6,301.56 

92.2% 

Service Revenues 


536.20 

7.8% 

SubTotol 


$6,837.76 

100.0% 

Other Income 


0.00 

0.0% 

Totol 


$6,837.76 

100.0% 

Cost of Goods 

Expense 

6,096.97 

89.2% 

Salaries 


0.00 

0.0% 

Payroll Taxes 


0.00 

0.0% 

SubTotol 


$0.00 

0.0% 

Rent 


1,600.00 

23.4% 

Insurance 


840.76 

12.3% 

Operating Supplies 


29.95 

0.4% 

Utilities 


0.00 

0.0% 

Repair and Maintenance 


250.00 

3.7% 

Other Operating Expenses 


0.00 

0.0% 

Interest Expense 


0.00 

0.0% 

Taxes and Licenses 


0.00 

0.0% 

Freight Expense 


0.00 

0.0% 

SubTotol 


$2,720.71 

39.8% 

Total 


$8,817.68 

129.0% 

Net Profits 


-$1,979.92 

-29.0% 
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0mm 


Check actions to take: (BACKUP your data!) 


It □ Saue Data 
□ Delete Old Transactions 
E«it Rags to Riches Ledger 


Cancel 


Edit Enter Show fiction 


A box appears with three choices. Save Data and Exit Rags to 
Riches Ledger are already selected. If you want to use the tutorial 
again, click with the mouse to uncheck the box beside Save Data. 
Then the screens will match the tutorial next time. 


The Tutorial 


Exiting Ledger 


To exit Ledger, pull down the File menu, highlight the Quit, 
command, and release the mouse. 


Show fiction 
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The second choice is for deleting cleared transactions. We will leave it 
unchecked for now. 

When your window matches the illustration below, click the OK button. 
You will return to the Finder. 



Thank you for completing the Ledger tutorial. The tutorial has shown you 
the type of information Rags to Riches provides (both onscreen and on 
printed reports) as you maintain your records. You are now well on your 
way to setting up the accounting for your business. 

Summary Points 

• Load the sample set of books by double-clicking on the ABC 
Corp Ledger icon. 

• The Summary window is used to view all accounts in Ledger, 
one account class at a time. 

• Clairvoyant fields let you access general ledger accounts 
quickly and easily. Simply by starting to type the account from 
your recall, Rags to Riches will suggest accounts you want. 

• The Audit window is used to review the transaction activity of 
each account. 

• Select the New Data command from the Enter menu to open 
the Data window. The Data window is used to enter new 
transactions and to review transactions already posted. 












The Tutorial 


To formally record transactions in Ledger, click the Post button 
at the bottom of the Data window. 

Select the New Account command from the Enter menu to 
open the Account window. The Account window is used to 
enter all accounts. 

To formally record accounts in Ledger, click the Post button at 
the bottom of the Account window. 

Help information is available about all Ledger windows by 
selecting the Help for... command from the File menu. 

Help information is also available about Ledger account classes 
by selecting the About Accounts... command from the Enter 
menu. 

Use the Print... command under the File menu to print an 
Income Statement and Balance Sheet as well as other Ledger 
reports. 

Use the Quit... command under the File menu to exit the 
program. 





Setting Up Your 
Own Books 


This chapter describes the steps for setting up your own Ledger books. 
Sections in this chapter show you how to: 

• plan your Ledger accounts 

• select a template (if you wish) 

• load the Ledger program 

• set your Preferences 

• set up your company name and address for reports 

• enter your accounts including beginning balances 

• print a Chart of Accounts, Income Statement and Balance Sheet 

• name your Ledger records as you exit the program 

Take a moment to plan the account categories (i.e. expense, income, etc.) 
which you will want to track. Before you set up your accounts, you need 
to determine the value of each of your company assets and the amount of 
your liabilities. 

Each account in Ledger must have an account name. Each account must 
also be defined as either an asset, liability, net worth, income or expense 
account. (See "Choosing An Account Class" in Chapter 7 and Appendix 
A.) 


In addition, you can group and order your accounts within these classes by 
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using account numbers. Account numbers are optional in Ledger. You 
may want to create your account list first and assign numbers later. (See 
Appendix D, "Using Account Numbers ".) 

Selecting A Template 

Your Ledger disk includes a Templates folder which contains 24 pre-defined 
charts of accounts for specific businesses. For your convenience, you can 
use one of these charts of accounts as a starting point for your own books. 
Using a template is OPTIONAL. If you prefer to set up all of your own 
accounts, go on to the next section on "Loading Ledger". 

Insert and open your Work Disk. Then double-click on the Templates 
folder to open it. The following is a list of the templates provided: 


Accountant 

Contractor 

Ice Cream Store 

Optician 

Advertising 

Day Care Center 

Insurance Agency 

Print Shop 

Architect 

Dentist 

Laundry 

Realtor 

Bike Shop 

Farmer 

Lawyer 

Restaurant 

Boutique 

Florist 

Liquor Store 

Salon 

Computer Store 

Gift Shop 

Motel 

Theater 


Select the template for the business which is most like your own. Move 
the template out of the folder into the Work Disk window: 



* File Edit Uieiu Special 
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Close the Templates folder and trash it to free up space. 

Now load Ledger and the template you selected by double-clicking on the 
template icon. 


4 File Edit Uieui Special 



Go to the section on "Setting Your Preferences" and follow the procedures 
throughout the rest of this chapter to fill in account information, change 
account names or add accounts as necessary. You can rename the template 
when you exit the program. 

Loading Ledger 

Insert and open your Work Disk. Load Ledger by double-clicking on the 
Ledger program icon. 


\mm\-. ■ ■ . = 

Ledger Work 

■ ■ 

a 

4 items 

228K in disk 

1 63K available | 

□ 

System Folder | 

ABC Corp Ledger 

jjk n 

Rags G.L.Templates 


a 

■ 

a 

2)_ 
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Ledger then prompts you to load a set of books from a dialog box. Click 
cancel since you are starting one of your own. 



Cancel 


ense 


Ledger Work 


(•) Assets 


SUMMHRV 


Ledger Work 


D ABC Corp Ledger 


□ Accountant 

□ Aduertising 
D Architec 

D Bike Shop 

□ Boutique 

D Computer Store 
D Contractor 

□ Day Care 


Setting Preferences 

Rags to Riches lets you decide how you want to work with the program. 
It may be too soon for you to know now, but as you become more 
familiar with the program, you will develop a workstyle that you can 
express through Preferences. Select the Preferences command from the 
Edit menu: 


r 6 File HfiHtll Enter Shorn Action 



SUMMARY 


nt O Quarterly O Yearly 

Liability O NetWorth O Income O Expense 


Auto-Search 


(?) Assets 

Account Number: 

Current: 
Quarter-to-date: 
Year-to-date: 


Class: 


Copy Accounts 
Cut 

Copy 3€C 

Paste 9€U 

Clear 36B 
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A box with Screen Options and Print Options will appear: 

| Rags to Riches Ledger is a double entry accounting system • Ledger track | 

Check all preferences: t -— \ 

1 Screen Options: l J = 

= £*] Show warning messages on tent, amount and date entry. - 

( ^ Shorn on-screen tutorial in scrolling message bon. ( Cancel ] 

□ Search using account Prefix 1 st letter of account type to **. 

Print Options: 

□ Print gross margins. Use subclass 1 of expenses as cost of sales. 

c □ Print VTD column in place of the PCT column on income statements. 



Some of the options are already set as defaults. Keep in mind that you can 
change the defaults and make other selections any time you wish. 

Just click to check or uncheck the boxes beside each option. 

The options are fairly self-explanatory. You can choose whether you want 
to: 

• see warning messages onscreen or not 

• see the scrolling help message or not 

• search for accounts by account number, rather than 
by name 

• print income statement with gross margins. If you check this 
option, all subclass 1 expenses will be treated as cost of goods 
sold when deriving the gross margin. This is useful if you 
are a manufacturing or retailing concern. 

• print income statment with both current and YTD totals. 

If you need more description, see "The Preference Command" in reference 
Chapter 6. After you check your preferences, click OK in the upper right 
comer. 
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Setting Options 

Next enter your company name for printed reports and set other options. 
Select the Options command from the Enter menu and the Options 
window will appear: 



Type in your company name and address as you would like it shown on 
your printed reports. You can press Return or click with the mouse to 
move from field to field. 

Rags to Riches also allows you to create and print your own logo on 
reports. {See Appendix E, "Creating Your Own Logo".) If you will be 
using a logo, click the button beside Single or Double. If you are not 
using a logo, None is already selected as a default 

Setting Up Accounts 

Select the New Account command from the Enter menu. The 
Account window will become active for you to enter the information for 
each account. You can press Return or click with the mouse to move 
from field to field. (For complete details , see "About The Account 
Window" in Chapter 7.) 
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r 6 File Edit Enter Show Action 



(8) Assets O Liability O NetlUorthO Income O 

Account Number: fTTnO 


(If you are using a template, refer to "Selecting An Account To Be 
Viewed" and "Editing An Account Definition" in Chapter 7 to learn how 
to display and change accounts that have already been posted.) 

If you make a mistake in setting up an account and have already 
posted it to Ledger, you can correct it by bringing back the wrong account 
into the Account window, type over it and post. You can retrieve the 
wrong account using clairvoyant search in the Auto Search field, or by 
simply finding it in the Summary window, highlight it, and bring the 
mouse to the Account window and click. 

Ifjnu do not need a MW-aaQOunUia^ you can park the wrong 
accounts under "VOID". To do so, type "VOID", all in capitals, in the 
Account Name field. The VOID'S will not appear in your reports except in 
the Account List. When you are ready to add an account, simply 
appropriate one parked in "VOID." 

In the Account Name field, enter the name of the account. Then select the 
account Class by clicking the button beside your choice or typing the first 
letter of your choice (i.e. "a" for assets). The class will automatically 
appear in the Class field. 


Next, it is optional to enter an account number. (See Appendix D, ”Using 
Account Numbers”.) In Ledger, account numbers are used to order and 
subtotal the accounts on your financial statements and to create 
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departments within your chart of accounts. If you do not wish to assign 
an account number, the program automatically enters "1100” as a default 

The last three fields are used to enter the Current, Quarter-to-date and 
Year-to-date balances for each of your accounts. The information entered is 
different for balance sheet accounts and income statement accounts. 

Balance Sheet Accounts: Assets, Liabilities, and Net Worth 
This is for entering your balance sheet beginning balances. For these 
accounts, enter the same current balances in all three fields. Make sure the 
totals tie with your manual records. 

Income Statement Accounts: Income and Expense 

For these accounts, if you are at the beginning of a fiscal year, leave all of 

the fields blank. 

If you are at any other point in the fiscal year, leave the Current field 
blank; enter the cumulative amount for the present quarter in the 
Quarter-to-date field; enter the cumulative amount for all prior periods in 
the Year-to-date field. 

For example, let’s assume your fiscal year began on January 1 and it is 
now September 1. Enter the following for income and expense accounts: 

Current: (blank) 

Quarter-to-Date: July total + August total (3rd quarter total so far) 

Year-to-Date: January thru August 

When all of the information for an account has been entered, you must 
formally record the account in Ledger by clicking the Post button at the 
bottom of the Account window as shown below: 
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* File Edit Enter Show Action 



After the new account is posted, the window will clear so that you can 
enter another account. 

Saving Your Work on Disk and Naming Your 
Books 

Since Rags to Riches is "RAM-based” which means that all of your work 
is first stored in Macintosh’s memory. This allows you to work quickly 
and see information update on scsreen immediately. However, YOUR 
DATA IS NOT SAVED ON DISK UNTIL YOU USE THE 
SAVE AND CONTINUE OR QUIT COMMANDS. (As an 
additional safeguard, the program always prompts you to save before you 
can exit) 

As you enter accounts and transactions, save your work on disk 
periodically. You can do this easily by selecting the Save and 
Continue command from the File menu. A box will appear with the 
Save Data already checked. Click OK. 
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d£K 


Check actions to take: 

[>3 Saue Data 

□ Delete Old Transactions 

□ E xit Rags to Riches Ledger 



( Cancel ) 


Another box will appear which gives you the opportunity to name or 
rename your Ledger file. The default filename is "Ledger-DATA". 

(If you are using a template, the default is the template filename.) Perhaps 
you would like to use your company name followed by Ledger (i.e. ABC 
Corp Ledger.) Type the name in the highlighted field and click Save. 


Saue Data as: j ledger IDork 


[Ledgei -DRTR 


1 1 f Eject ) 

[ Saue^~) [ Cancel ] [ Driue 


An icon will be created with this name to represent your Ledger data file. 
After the information is saved on disk, the program is still running for you 
to continue working. 

Printing A Chart of Accounts, 

Income Statement And Balance Sheet 

When you have entered all of your accounts, save your work as described 
in the previous section, then print a Chart of Accounts, an Income 
Statement and Balance Sheet Make sure your printer is properly set, then 
select the Print... command from the File menu. (See "The Print... 
Command" in Chapter 5.) A box of choices will appear. Click to check 
the box beside Chart of Accounts and beside Income Statement & 
Balance Sheet. Then click OK. 
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(If you selected a template, you now have an icon with the name you 
created which represents your Ledger data file. Discard the template icon 
by moving it to the Trash can.) 


4-11 


















Setting Up Your Own Books 


To make a backup copy of your Ledger data file, see "Making A Backup 
Copy Of Your Data" in Chapter 2 . (See also ",Saving Your Data On A 
Backup Disk" in Chapter 5.) 

Summary Points 

• Use a worksheet to plan your Ledger accounts before you begin 
entering them. 

• You can select a template as a starting point for your books. 
Using a template is optional. 

• Load Ledger by double-clicking on the Ledger icon. 

• Use the Preferences command to set up how you want the 
program to work for you and how the report should look. 

• Use the Options command to enter your company name and to 
set your logo type for reports. 

• Select the New Account command from the Enter menu to set 
up your Ledger accounts on the Account window. 

• The beginning balances for balance sheet accounts and income 
statement accounts are entered differently. 

• Click the Post button at the bottom of the Account window to 
formally record all accounts in Ledger. 

• Select the Print... command from the File menu to print a 
Chart of Accounts, Income Statement, and Balance Sheet 

• Select the Quit... command from the File menu to save your 
work and exit Ledger. 

• Make a backup copy of your Ledger data file. 






5 

The File Menu 


Commands under the File menu are used to: 

• find out the version number of Ledger 

• get help information on an active window 

• save data and continue working with Ledger 
« merge information from other modules 

• close the books at the end of each month, quarter, and year 

• reset the date for controlling the transactions displayed onscreen 
and printed on reports 

• print Ledger reports 

• set up the printer 

• set your report formats (fonts, sizes, styles) 

• save your data and exit Ledger 

There are nine commands under the File menu: 

• About Ledger... 

• Help For... 

• Save & Continue... 

• Merge... 

• Update... 

• Print... 

• Print Setup 

• Report Format 

• Quit... 






Merge. 

Update 


Select the About Ledger... command from the File menu and a box 
like the following will be displayed. 


The About Ledger... Command 


Use the About Ledger... command to find out what version of Ledger 
you have. The version number is important if you need to call Chang 
Labs for assistance. Write the version number on your Ledger Work Disk 
label. 


Rags to Riches Ledger (Uer 3.1) is a double entry 
accounting system. 

• Ledger tracks income, eupenses, assets, 
liabilities and produces printed reports. 

• Ledger works with Receiuables & 

Payables. 

Click or Press any key to continue... 

















T h e H s lB-Epr... Command 

Getting Help on Windows 


The File Menu 


Use the Help For... command to find out more about any of the Ledger 
windows. When a window is active, select Help For... from the File 
menu. For example, if the Account window were active, the following 
box will be displayed: 


ACCOUNT lets you enter a new account or change 
existing accounts. 

• Enter the account name. 

• Click to choose class & subclass. 

• Enter balances. 

• Click the POST button. 

• Use SUMMARY to find existing accounts. 

Click or Press any key to continue... 



The Save & Continue... Command 

The Save & Continue... command is used to save your data on disk 
without exiting the program. 

The Save & Continue... Command: 

Saving Your Data 

As you are posting accounts and transactions, keep in mind that 
the new entries are being posted into your Macintosh's RAM (memory). 
The new information is not saved on disk until you use the Save & 
Continue... command (or the Quit... command). 

NOTE : If your Macintosh Is accidently turned off during a 
Ledger session, all the Information you entered 
since the last time you saved will have to be 
re-entered. 

You can save your work easily and quickly without leaving the program. 
Select the Save & Continue... command from the File menu. A box 
with three choices will appear. Notice that Save Data is already checked. 
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Click OK. 



Edit Enter Show Action 


Check actions to take: (BACKUP your data!) 


Auto-Search 


£3 Saue Data 

□ Delete Old Transactions 

□ Enit Bags to Biches Ledger 


Account Name 


(S) Assets 

Account Numb 


Cancel 


Current 


Quarter-to-date 


Year-to-date 


POST 


CLEAA 


Another box will appear which allows you to rename your set of books if 
necessary. Click Save. 
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The Save & Continue... Command; 

Saving Your Data On A Backup Disk 


The File Menu 


We cannot overemphasize the importance of backing up your data. The 
more you enter, the greater your risk of losing data. Temperature, 
misalignment of drives, dust and the elements can do harm to your disk. 
Recovering data lost will be very difficult if not impossible! It is 
imperative that you make backup copies of your data. Simply drag your 
book icon from your work disk to the backup disk. 

NOTE : NEVER enter data directly onto your Ledger 

Backup Disk! If you enter new transactions on 
both the backup disk and the work disk, you will 
modify the balances of your accounts in two 
different places and you will not be able to 
consolidate the two. New transactions should only 
be entered on your Ledger Work Disk. 

The Merge... Command 

Select the Merge... command from the File menu to post transactions 
from other Rags to Riches modules into Ledger. A box will appear to let 
you confirm or cancel the merge. Click OK to continue the merging 
process. 


© MERGE posts data from other Rags to 

Riches modules to Ledger. Select files to 
merqe on next ujindoiu. 

[ OK ^ ) [ Cancel ] 


Another box will appear. Click Eject to eject your Ledger Work Disk 
and insert the data disk that contains the files to be merged. The box will 
display the names of all the files on your data disk. The merge filenames 
begin with a letter (the first letter of the name of the module), followed by 
a date, followed by a sequential number (beginning with "0", zero). 

For example, if you were to merge files from Receivables, the filenames 
might be displayed as "R10/15-0" and "R10/16-0" as shown below. Each 
time you saved data in Receivables, a merge file was created The 
filenames indicate that data was saved twice on October 15th and once on 
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October 16th. Double-click on each file to open and merge it into Ledger. 


I Edit Enter Show Action 


S 


SUMMARY 


Auto-S*«rch 


Account N«me| 
Class: 

<•> Assets 

Account Numb| 

Curront: 
Ouart«r-to-djJ 
Y*ar-to-dat* 


3 Receuiables UJork] 


D RIO 15-0 



3 Receuiables... 

[ !)«<» I 

[ Driue ] 

[ Open ] 

[ Cancel ] 



“I 

Dense 

a 

11 1 


_24.458 

oTli 
' 47258 

__52X158 

3L858 

.8!458 

7"058 



a 


E 



A box will appear to confirm that each file has been merged. 


NOTE: File 'R10/16-0' has been merged from 
'Receivable' to Ledger. 


Click or Press ang key to continue... 


Click anywhere to continue opening and merging files. 

NOTE : Merge files are deleted by the program as soon as 
the merge is complete. When all files have been 
merged, you should immediately save your work on 
disk by using the Save & Continue... command. If 
your Macintosh is turned off before you save, you 
will not be able to recover the files to merge again. 

You may want to merge only those files for the current accounting period 
and merge others after you close the period and update Ledger for the 
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month end. When you are finished merging, click Eject and insert your 
Ledger Work Disk, then click Cancel to return to the program. 


The Update... Command 

Use the Update... command to: 

• close your books at the end of each month, quarter, and year 

• reset the date for controlling transactions displayed onscreen or 
printed on reports. 

NOTE : It is important to update at the end of each 

accounting period to insure that the balances in 
each period are correct. If you do not update 
regularly, the Current and Quarter-to-date fields 
will not reflect your actual balances. 


When you select the Update... command from the File menu, a box 
will appear with the following choices: 









The File Menu 


Month End Update 

Use Month End Update to close your books at the end of each month. 
When you select Month End Update and click OK, a box appears for 
you to confirm the action. 


MONTH END: Zero current field for income & 
expense accounts. 


Click OK and Month End Update will: 

• clear the Current balances of the Income and Expense accounts 
and set them to zero 

• replace the Quarter-to-date and Year-to-date balances of Asset, 
Liability, and Net Worth accounts with the Current balances. 


Quarter End Update 

Use Quarter End Update to close your books at the end of each quarter. 
When you select Quarter End Update and click OK, a box appears for 
you to confirm the action. 





QUARTER: Zero current O' quarterly fields 
for income & expense accounts. 


Click OK and Quarter End Update will: 

• clear the Current and Quarter-to-date balances in the Income 
and Expense accounts and reset them to zero 

• replace the Quarter-to-date and Year-to-date balances of Asset, 
Liability, and Net Worth accounts with the Current balances. 
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The U p da te , ., C omma nd 
Year End Update 

Use Year End Update to close your books at the end of each year. 

When you select Year End Update and click OK, a box appears for you 
to confirm the action: 


VERR END: Zero all Income Expense fields. 


[ OK ) 


[ Cancel ] 


Click OK and Year End Update will: 

• clear the Current, Quarter-to-date, and Year-to-date balances of 
the Income and Expense accounts and set them to zero 

• replace the Quarter-to-date and Year-to-date balances of Asset, 
Liability, and Net Worth accounts with the Current balances. 

IhfiJ J pdate.., Command 

Set Month End Date To Today 

This option sets the date displayed beside the From button on the Audit 
window to control the transactions displayed onscreen and printed on 
reports. (See ’From Or All " in Chapter 8.) 
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NOTE : The program will use whatever date is set on the 

Macintosh Control Panel/Alarm Clock at the time of 
the update. Be sure the date is current. 

You will usually reset this date at the end of each month. On the Update 
choice box, Set Month End Date To Today is already checked as a 
default along with Month End Update. 

When you click OK, only transactions entered since the last Month End 
Update or older outstanding (not cleared) transactions will be displayed 
and printed on reports. 

The Print... Command 

Use the Print... command to print the following reports: 

• Income Statement (Consolidated & Departmental) 

• Balance Sheet (Consolidated & Departmental) 

• Chart of Accounts 

• Account List 

• Trial Balance 

• Audit Journal 

• Receipts Journal 

• Disbursements Journal 

• Sales Journal 

• Recurring Journal 

• Transaction Journal 

There is also a Show On Screen option for you to check the page 
alignment prior to printing on paper. 

When you select the Print... command from the File menu, the 
following choice box will appear. 
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c 


Check all Rags to Riches reports to print: 


□ Income Statement O' Balance Sheet 

□ Consolidated □ by Department 

□ Chart of Recounts 

□ Rlphabetical List of Recounts 

□ Trial Balance 

□ Audit Trail for CURRENT Recount 

□ Receipts Journal □Disbursements 

□ Sales Journal □Today Option 

□ Recurring Journal 

□ List of Transactions 

□ Shorn On Screen 


OK ) 


( Cancel ) 


Click with the mouse to check or uncheck items. Examples of all the 
reports are shown in Appendix B. 


The Print ttt .C.Q m ma nd : 

Printing The Income Statement and Balance 
Sheet 

The Income Statement shows the balances of all income and expense 
accounts for the period selected on the Summary window (Current, 
Quarterly, or Yearly). Each account's name, balance, and percent of the 
total in its account class are shown. In addition, each subclass is grouped 
and subtotaled. 

The Balance Sheet shows the balances of all asset, liability and net worth 
accounts for the period selected on the Summary window (Current, 
Quarterly, or Yearly). Each account’s name, balance, and percent of the 
total in its account class are shown. In addition, each subclass is grouped 
and subtotaled. 

Rags to Riches also allows you to print the current month alongside the 
Year-to-Date totals. See Preferences in Chapter 6 for more 
information. 


To print these reports, click to check the box beside Income Statement 
& Balance Sheet. Make sure your printer is properly set and click 
OK. 
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Check all Rags to Riches reports to print: 

£3 Income Statement & Balance Sheet 

□ Consolidated □ by Department 

□ Chart of Recounts 

□ Alphabetical List of Recounts 

□ Trial Balance 

□ Rudit Trail for CURRENT Recount 

□ Receipts Journal □ Disbursements 

□ Sales Journal DToday Option 

□ Recurring Journal 

□ List of Transactions 

□ Shorn On Screen 


OK 



If you have assigned account numbers to each account, you can also print a 
Consolidated Income Statement and Balance Sheet or print these reports 
By Department. (For details , see "Using Account Numbers'* in 
Appendix D.) 

The Print,,, Command; 

Printing The Chart of Accounts 

The Chart of Accounts is a list of all your account names and account 
numbers. Each class and subclass of accounts is grouped. Two separate 
Charts of Accounts are printed: one for Income Statement accounts; one 
for Balance Sheet accounts. 

The Print.., Command: 

Printing An Account List 

The Account List is an alphabetical list of all your accounts. It shows 
each account's name, class, number. It is a handy reference list. 

The Print... Command: 

Printing A Trial Balance 

The Trial Balance Report shows each class of accounts printed on separate 
pages. The total balance for each account and all the transactions that have 
been posted to it are shown. For each transaction, the date, off-setting 
account used, amount (as a debit or a credit) and memo are shown. Keep 
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in mind that printing this report is exactly the same as printing an Audit 
Trail for every account in Ledger. The report can be very lengthy. 

NOTE : To print this report with the memorandum column, 
set your Imagewriter to 50% reduction or set your 
LaserWriter to 75%. 

If the From button is selected on the Audit window, this report will 
show all transactions entered since the last Month End Update and 
older outstanding (not cleared) transactions. 

To print a Trial Balance Report showing only the current day's activity, 
check the Today Option also. 

The Print... Command: 

Printing An Audit Journal 

The Audit Journal shows the transaction activity for the account currently 
displayed on Audit window. Each transaction which has been posted to 
the account is shown including the date, off-setting account used, amount 
(as a debit or a credit) and memo. 

NOTE : To print this report with the memorandum column, 
set your Imagewriter to 50% reduction or set your 
LaserWriter to 75%. 

Before you can print an Audit Journal, first display the account in the 
Audit window. Then select the Print... command and click to check the 
box beside Audit Trail for Current Account. 

If the From button is selected on the Audit window, this journal will 
show all transactions entered since the last Month End Update and 
older outstanding (not cleared) transactions. 

To print an Audit Journal showing the current day’s transactions only, 
select the Today Option also. 
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The Print,,, Command; 

Printing The Receipts Journal 

The Receipts Journal shows all of the cash receipts transactions which 
have been posted to the checking account. All the Deposit entries are 
captured. The offset revenue accounts are also shown. 

NOTE : To print this report with the memorandum column, 
set your Imagewrfter to 50% reduction or set your 
LaserWriter to 75%. 

Before you can print a Receipts Journal, first display the account in the 
Audit window. Then select the Print... command and click to check the 
box beside Receipts Journal. 

If the From button is selected on the Audit window, this report will 
show all transactions entered since the last Month End Update and 
older outstanding (not cleared) transactions. 

To print a Receipts Trail showing only the current day’s transactions, 
select the Today Option also. 


The Prin tm Command ; 

Printing The Disbursements Journal 

The Disbursements Journal shows all of the checks written. The 
Journal captures all the Check transactions. For each transaction, the 
date, offsetting expense accounts, amount, and memo are shown. 

NOTE : To print this report with the memorandum column, 
set your Imagewriter to 50% reduction or set your 
LaserWriter to 75%. 

Before you can print this journal, first display the account in the Audit 
window. Then select the Print... command and click to check the box 
beside Disbursements. 

If the From button is selected on the Audit window, this report will 
show all transactions entered since the last Month End Update and 
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older outstanding (not cleared) transactions. 

To print a Disbursements Journal showing only the current day's 
transactions, select the Today Option also. 


The Print... Command: 

Printing The Sales Journal 

The Sales Journal shows all of the credit transactions which have been 
posted to your Income accounts. For each transaction, the date, offsetting 
account used, amount, and memo are shown. 

NOTE : To print this report with the memorandum column, 
set your Image writer to 50% reduction or set your 
LaserWriter to 75%. 

To print this journal, click to check the box beside Sales Journal. 

If the From button is selected on the Audit window, this report will 
show all transactions entered since the last Month End Update and 
older outstanding (not cleared) transactions. 

To print a Sales Journal showing only the current day's transactions, check 
the Today Option also. 

T h e Print tax Command: 

Printing The Recurring Journal 

The Recurring Journal shows all of the transactions that have been 
designated as recurring on the Data window and which will be posted 
when you select the Post Recurring command from the Action 
menu. For each transaction, the date, both accounts used, amount, and 
memo are shown. Use this journal to verily transactions included before 
you use the Post Recurring command. (See "Designating A Recurring 
Transaction " in Chapter 5 and ’The Post Recurring Command” in Chapter 
9.) 

To print this journal, click to check the box beside Recurring Journal. 
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Printing The Transaction Journal 
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The Transaction Journal provides a printed record of all the transactions in 
your Ledger records. You should always print this journal before you 
delete cleared/old transactions or close an accounting period. 

To print this journal, click to check the box beside List of 
Transactions. 

If the From button is selected on the Audit window, this report will 
show all transactions entered since the last Month End Update and 
older outstanding (not cleared) transactions. 

To print a journal showing only the current day's transactions, click to 
check the Today Option also. 

Printing Tips: 

The Transaction Journal is a rather lengthy report since it captures every 
entry that you have entered. To help you cut down on the number of 
pages, Ledger allows you various options. Used together, they can reduce 
your printing time and save you lots of paper and filing. The tools are: 

• wide carriage printer support (see Macintosh Print Setup) 

• font size control for different parts of the reports (see Ledger 
Report Format command under File) 

• landscape orientation (see Macintosh Print Setup) 

• total page size reduction (see Macintosh Print Setup) 

Do experiment with the various options available and print reports just 
right for you. 

Ihg Print,,, Command; 

Show On Screen 

To save time and do your reports just right, the Show On Screen option 
lets you review your reports on screen. Check the alignments, fonts ... 
and so your reports are just right the first time! 
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The Print Setup Command 

Use the Print Setup command to change the settings for your printer. 
When you select the Print Setup command from the File menu, a box 
like the following will appear. 


LaserWriter v3 , 

ITsT! 

Paper: (S) US Letter O R4 Letter Reduce or |r|jTji| y 

O US Legal O B5 Letter Enlarge: l“U 

[ Cancel ] 

Orientation Printer Effects: 

0^1 fC?| Font Substitution? 

BMil t_J [3 Smoothing? 



Make your selections and click OK. If you need help, see your Macintosh 
owner's manual. 


Tire-Report For m a t C ommand; 

Changing Fonts, Sizes, and Styles 

The Report Format Command is used to change the fonts, sizes, and 
styles of text printed on reports. Rags to Riches lets you decide how your 
reports will look. 

Select the Report Format command from the File menu and a box 
filled with format options will appear: 


REPORT FORMAT: Select sections to 
change. Set font, size, style. Click 
SET. Click DONE to e»it. 


Report Title 

Tour Company 
Return Rddress 


Column Headers 

Amount 

Subtitles 

Body of Report 

Subtotals 

$5,000.00 

$5,000.00 


Taliesin 

Stuttgart 

San Francisco 

Manhattan 

Los Rngeles 

Cupertino 

Cairo 


0 9 □ Bold 

-— O 10D Italics 

$5,000.00 0 12 □ Underline 

$5,000.00 O 1 4 □ Outline 
O 1 8 □ Shadoui 
O 24 □ Condense 

_ O Custom jj6_ 

Left Margin ^.Q 5 [ Top Margin j i .qq 
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On the far left side of the window, you see the little boxes that correspond 
to the seven (7) different areas of a report that can be changed: 

• Report Title 

• Your Company (Name) 

• (Your) Return Address 

• Column Headers and Amount (Header) 

• Subtitles 

• Body of Report 

• Subtotals 

In the upper right comer, you see the fonts available. The number of 
fonts available is determined by your particular System file. You can 
scroll to see more. 

Below the fonts are the size and style options. If you need a size other 
than those listed, just click the button beside Custom and type a number 
in the field. There are also fields for you to adjust the margin widths. 

The defaults are currendy set at: Chicago, 12pt, Plain. To make other 
selections: 

• click to check the box beside the field you wish to modify 

• click to highlight the font you want 

• click the button beside the point size of text you want 

• click to check the box beside the style you want 

• then click Set in the lower left comer. 

The area of the report you selected will change immediately to show your 
choice of font, size, and style. For example, the illustration below shows 
our selection of Times, 14pt, Bold, Italic for the company name: 


5-18 





















The Quit... Command 

The Quit.., command is used to end a Ledger session. 
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The Quit,,, Command; 

Exiting Ledger 

To save your data and exit the program, select the Quit... command from 
the File menu. A box will appear with three choices: 


[ OK 


Check actions to take: (BACKUP 
E3 Saue Data 

□ Delete Old Transactions 
^ Euit Rags to Riches Ledger 

3 C 


your data!) 


Cancel ] 


Save Data and Exit Rags to Riches Ledger are already checked as 
defaults. Click OK and you will return to the Finder. 

If you uncheck Exit Rags to Riches Ledger, your data will be saved 
and you will remain in the program. 

The Quit in. Command; 

Exiting Without Saving 

You can exit Ledger without saving data. This may be useful if you make 
incorrect entries and would like to start a session over again, or if you do 
not enter any new data and just want to exit quickly. 

Select the Quit... command from the File menu. Uncheck the box 
beside Save Data as shown in the following screen, then click OK. 
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You will return to the Finder program. 

NOTE : By UNchecking Save Data, any new or revised 
transactions and accounts entered will NOT be 
saved when you exit the program. 

The Quit... Command; 

Deleting Cleared Transactions 

The total number of transactions you can have in Ledger is determined by 
the amount of memory (RAM) in your Macintosh. If you have a Mac 
Plus or better, you probably have enough room to hold one year's worth of 
transactions on Ledger. If you do not have enough memory, print all the 
transactions on paper and use the Delete Old Transactions command to 
delete old entries. You have the additional option to delete all 
transactions entered prior to last month-end-date or only 
transactions that have been cleared. (See "Marking A 
Transaction "Cleared” Or "Not Cleared" in Chapter 7 and "Clearing A 
Transaction" in Chapter 8.) 

Before you delete, print a Transaction Journal. Then select the Quit... 
command. Click to check the box beside Delete Old Transactions 
and click OK. 
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You are then prompted to decide whether to delete "All entries prior to last 
month-end-date” or "Delete only cleared transactions.” Click OK to delete 
"All entries prior to last month-end-date.” 



Edit Enter Show Action 


All entries prior to last 
month-end-date will be deleted 


□ Delete only cleared transactions 


Cancel 
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Summary Points 

• Use the About Ledger... command to find out the Ledger 
version number. 

• Use the Help For... command to get help on any of the 
Ledger windows. 

• Use the Save & Continue... command to save your work on 
disk and continue working with the program. 

• Use the Merge... command to merge information from other 
Rags to Riches modules. 

• Use the Update... command to close your books at the end of 
each month, quarter, and year; and to reset the date for controlling 
the invoices displayed onscreen and printed on reports. 

• Use the Print... command to print any of the Ledger reports. 

• Use the Print Setup command to change the settings for your 
printer. 

• Use the Report Format command to decide how you want to 
format your reports, viz. fonts, sizes and styles. 

• Use the Quit... command to end a Ledger session. You can 
choose to save your work and delete all cleared transactions or all 
transactions entered prior to last month-end-date. 
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The Edit Menu 


Commands under the Edit menu are used to: 

• copy information from your Ledger account records to the 
Macintosh clipboard so that they can be used in other programs 

• cut information from one field in a window 

• copy information from one field in a window 

• paste information into one field in a window or into another 
application 

• clear information from one field in a window 

• choose how you want to work with the program and how to 
generate reports 

Note: If you make a mistake in setting up accounts and those 
accounts have since been posted to Ledger, see Page 4-7 for corrections. 


There are six commands under the Edit menu: 

• Copy Accounts 

• Cut 

• Copy 

• Paste 

• Clear 

• Preferences 


To use any of these commands, pull down the Edit menu, highlight your 





The Edit Menu 


choice, and release the mouse. 



Copy Accounts Command 

Use the Copy Accounts command to transfer information from your 
Ledger records to other programs, such as a spreadsheet, data base, or word 
processing program. The Copy Accounts command copies information 
(from the Summary window for the period selected) to the clipboard. 


Information copied from Ledger to the clipboard is stored in a tab- 
delineated format. When you select the Copy Accounts command 
from the Edit menu, a box will appear with the following options: 


Copy account records to the clipboard. 

[3 Turn on dollar formatting option 

□ Include Recount Names 

□ Include Recount Numbers 


[ 1 


[ Cancel ) 


Turn on dollar formatting option is already checked as a default. 
Each option is described in the following sections. 
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The Copy Accounts C ommand; 

Selecting The Dollar Formatting Option 

With Turn on dollar formatting option checked, the dollar amounts 
copied to the clipboard are formatted with dollar signs and commas: 

$55,300.50 

This option is already checked as a default. If you click to uncheck it, 
then amounts copied to the clipboard will be unformatted: 

55300.50 


When you have made your selection, click OK. If you do not check either 
of the other two options, only the account balances will be copied to the 
clipboard (either formatted or unformatted). You can use this information 
to build a time history of account actuals over time as a spread sheet or 
data base file. 

The Copy Accounts Command: 

Copying Account Names 


Click to check the box beside Include Account Names to copy 
account names and balances to the clipboard. You can paste this 
information into a spreadsheet for budget analysis or a wordprocessing 
program for custom reports. The fields of information will be 
tab-delineated. 

To copy your account records with formatted amounts, make your 
selections as shown below and click OK. 


Copy account records to the clipboard. 


^Turn on dollar formatting option 
S Include Account Names 
□ Include Recount Numbers 
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When pasted into a word processing program, the records will appear like 
the following: 

Checking Account 
Cash 

Accounts Receivable 
Inventory 
Other Assets 

The Copy Accounts Command; 

Copying Account Numbers 

If you are using account numbers, you may want to include the numbers 
when you transfer your account records to other applications. Click to 
check the box beside Include Account Numbers. If you make the 
following selections and click OK: 


$29,973.04 

$98.60 

$44,145.00 

$50,810.57 

$3,688.31 


Copy account records to the clipboard. 


^Turn on dollar formatting option 
□ Include Account Names 
El Include Account Numbers 


The following information will be copied for each account: 


1100 

$29, 973.04 

1101 

$98.60 

2100 

$44,145.00 

2101 

$50,810.57 

2102 

$3,688.31 


Check all three options and the following will be copied for each account: 


Checking Account 

1100 

$29,973.04 

Cash 

1200 

$98.60 

Accounts Receivable 

2100 

$44,145.00 

Inventory 

2200 

$50,810.57 

Other Assets 

2300 

$3,688.31 


64 
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The Cut Command 

You can click to highlight any text entry field in any Ledger window. 
When you select the Cut command, that field of information will be 
deleted and copied to the clipboard. The Cut command cuts only one field 
of information at a time. Remember that using Cut replaces any 
information that may already be on the clipboard. 

The Copy Command 

You can click to highlight any text entry field in any Ledger window. 
When you select the Copy command, that field of information (remains 
on screen and) is copied to the clipboard. The Copy command copies 
only one field of information at a time. Remember that using Copy 
replaces any information that may already be on the clipboard. 

The Paste Command 

Information from the clipboard can be pasted into any text entry field that 
you click to select in any window. The Paste command pastes only one 
field of information at a time. If you need to enter the same 
information repeatedly, the Paste command will save you time. 

The Paste command does not paste (tab-delineated) information copied 
with the Copy Accounts command, back into Ledger. 

The Clear Command 

You can click to highlight any text entry field in any Ledger window. 
When you select the Clear command, that field of information will be 
erased. Cleared information is NOT copied to the clipboard. The Clear 
command clears only one field of information at a time. 
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The Prefere nces Command: 

Setting Screen And Print Options 

The Preferences command is used to choose how you want to work with 
the program, how reports will look, and how reports will be generated. 
When you select Preferences from the Edit menu, the following box of 
options will appear: 


Check all preferences: t -—-% 

Screen Options: l u * J 

E] Show warning messages on tent, amount and date entry. 

□ Show on-screen tutorial in scrolling message bow. [ Cancel ) 

□ Search using account **. PrefiH 1st letter of account type to #. 
Print Options: 

□ Print gross margins. Use subclass 1 of expenses as cost of sales. 

□ Print VTD column in place of the PCT column on income statements. 


Under Screen Options: 

• Show warning messages... lets you choose whether you 

want to see warning messages onscreen or not The program can 
let you know if you make an irregular entry or if a memo is too 
long and will be truncated. 

• Show onscreen tutorial... lets you choose whether you 
want to see a constant scrolling help message at the top of the 
screen. The message changes to describe whatever window you 
select. This can be very helpful if you are new to Rags to 
Riches. 

• If you have lots of accounts and you assign account numbers to 
each, by checking this option, you can use account numbers for 
auto search. (See "About The Account Window" in Chapter 7.) 

Under Print Options: 

• If you are a manufacturing concern, you can check this box so 
that all accounts classified under subclass 1 will be treated as 
cost of goods sold. A gross margin dollar and percentage will 
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be printed in your income statement. 

• If you want to print income statement for both the current 
month and year-to-date on the same page, check this box. 

Summary Points 

• Use the Copy Accounts command to copy Ledger information 
to the clipboard for use in word processing, data base, or 
spreadsheet programs. 

• Use the Cut command to remove a text field and copy 
the information to the clipboard. 

• Use the Copy command to copy one text field to the clipboard. 

• Use the Paste command to paste information into a text field. 
Paste is helpful if you need to enter the same information 
repeatedly, 

• Use the Clear command to delete information from a text field. 

• Use the Preferences command to set screen and print options. 
You decide how the program should work for you and how 
reports will be generated. 
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The Enter Menu 


Commands under the Enter menu are used to: 

• enter transactions into Ledger 

• enter accounts into Ledger 

• get help on choosing account classes 

• get help on choosing transaction types 

There are five commands under the Enter menu: 

• New Data 

• New Account 

• OPTIONS 

• About Accounts... 

• About Data Types... 

To use any of these, pull down the Enter menu, highlight your choice 
and release the mouse as shown in the following screen: 





The Enter Menu 


* File Edit 


Show Rction 


New Data 

XI 

New Recount 

X2 

OPTIONS 

X5 

About Recounts, 

... 

About Data Types... f 





About The Data Window 

To enter a transaction, select the New Data command from the Enter 
menu. The Data window will open: 


* File Edit Enter Show Rction 


: •: •: •: : i: -: •: iJ::: i:!:!: •:::::: 

: : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : 

!ii!!:!!!!!i!!!i!!l!i!iil!!!!i!!!i 

•: • : •: •: •: •: •: •: *: • ^ i i i : • 

1 □ _ 

DRTR 

un i ii , > {■>> -&•k-Qs ' J < v k Af ! $ 

Typ * : Checkj 

O Deposit (3) Check O Money O Payable O Transfer 

Primary Account: | |j | 

Amount: 


Offset Account: 

Ii 1 iiliji;!?;*!*;:!*; 

Cloarod: Yes 

<§> Ves QNo 

Memorandum: 


Date (mm/dd/yy): jq/ 

16/85 | ijiiljiiljijliiiijijiii 

Recurring: NO 

O Ves <8) No 



Several defaults have been set up to facilitate your entry. Type is always 
set to the last entry. For example, if you use Deposit, the next entry 
default is set also to Deposit. The Cleared field is always set to Yes. 
And the Recurring field is always set to No. 


7-2 










































































































































































The Enter Menu _ 

The Data Window 

Choosing A Transaction Type 

There are five types of transactions used in Ledger: Deposit, Check, 
Money, Payable, and Transfer. The sections that follow describe 
what each transaction type is used for. To choose the type you want: 

• click the button beside your choice 

• press the first letter of the choice (i.e. "d" for Deposit) when the 
text entry prompt is in the Type field. 

When a choice is made, the transaction type appears in the Type field. 

You can change the transaction type at any time during a transaction until 
it is posted. 

* File Edit Enter Shorn Rction 


□ DflTH 


Tvpe | Deposit] | 

(•) Deposit Check O Money O Payable OTransfer 

Primary Account: I 


Amount : 

1 

Offset Account: 

r_ 

Cleared: 

Yes | (5) Yes O No 

Memorandum 



Date (mm/dd/yy): 

10/16/85 


Recurring: 

No | O Ves <•) No 



[ POST 

] ( CLEAR ] [ UOID ] 

J 


Each transaction type is described in the following sections. 
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DEPOSIT 

A Deposit transaction is used to record all cash or check deposits into an 
account such as a checking, money market, or a savings account. The 
Deposit transaction is also used to record accounts receivable sales. (See 
Appendix C for sample Deposit transactions.) 

The first account that you enter is the one to which the money will be 
deposited. It must always be an asset account. (If you try to use an 
account that is not an asset account. Ledger will remind you with an error 
message.) Ledger will automatically mark this first account as "Not 
Cleared". This means that the transaction has not been cleared- either by 
your bank or by your company. 

The second account that you enter is the one from which the money is 
coming. Usually it is an income account such as Sales, service or Interest 
Income. 

In accounting terms, the 1ST account in DEPOSIT 
transactions is DEBITED and the 2ND account is 
CREDITED. 

CHECK 

The Check transaction is used to record all Asset, Liability, and Expense 
transactions that are paid by check. ( See Appendix C for sample Check 
transactions.) The first account you enter is the one from which the 
check was written, usually the Checking Account The first account must 
always be an asset account. 

Transactions from this first account will automatically be marked as not 
cleared. You can mark the transactions as paid when you receive the 
monthly statement from your bank. 

The second account is the one for which the check was written. The 
second account may be any account; it is often an expense that you paid. 

In CHECK transactions, the 1ST account is 
CREDITED; the 2ND account is DEBITED. 
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MONEY 

The Money transaction lets you record cash expenditures. If you wish, 
you can maintain several cash accounts to reflect cash stored at different 
locations, such as your petty cash drawer or cash box. ( See Appendix C 
for sample Money transactions.) 

The first account entered is the one from which the money comes. It 
must be an asset account. Money transactions posted are always 
marked as cleared (paid). 

The second account is the one for which the money is spent and can be 
any of the five account classifications. 

In MONEY transactions, the 1ST account is 
CREDITED; the 2ND account is DEBITED. 

PAYABLE 

The Payable transaction is used to record purchases which are made on 
credit terms. ( See Appendix Cfor sample Payable transactions.) 

The first account entered must be a liability account (usually your 
Accounts Payable account or Credit Card account). Transactions posted 
under Payable are automatically marked as not cleared. 

The second account can be any of the five account classifications. 

In PAYABLE transactions, the 1ST account is 
CREDITED; the second account is DEBITED. 

TRANSFER 

The Transfer transaction handles general transfers between your accounts. 
These include transfers to record accrual adjustments and depreciation 
expenses. {See Appendix C for sample Transfer transactions.) 

The first account entered is the one from which the funds are taken and 
can be any account classification. Transactions posted under 
Transfer are automatically designated as not cleared. 

The second account is the one to which the funds are transferred and can 
also be any classification. 
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In TRANSFER transactions, the 1ST account is 
CREDITED; the 2ND account is DEBITED. 

The Data Window; 

Help On Transaction Types 

To get help information on transaction types, click the button beside your 
choice and then select the About Data Types... command from the 
Enter menu. For example, if Deposit were selected, the following box 
will appear: 


r * File 


Edit 


Enter 


Show 


fiction 


DEPOSIT is used to record a sale or receipt of 
money. 

You can deposit to any asset account like 
checking or, for credit sales, accounts receiuable. 


Click or Press any key to continue... 


ki 
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The Data Window: 

The First Account 

In Ledger's double-entry bookkeeping system, all transactions involve two 
accounts. Therefore, there are two account fields on the Data window. 
Refer to the information provided in the section called "Choosing A 
Transaction Type" to determine which accounts can be entered in the first 
account field for each transaction type. In addition, Ledger automatically 
marks the first account as cleared or not cleared and displays this status in 
the OK column of the Audit window. Briefly, the first account for: 

• Deposit transactions - always an asset account that is 
automatically marked as not cleared; 

• Check transactions - always an asset account that is 
automatically marked as not cleared; 

• Money transactions - always an asset account that is 
automatically marked cleared; 

• Payable transactions - always a liability account that is 
automatically marked not cleared; 

• Transfer transactions - any account class that is 
automatically marked not cleared. 

T h e Data W indow: 

Selecting Accounts For A Transaction 

There are three ways to select an account for a transaction. You can: 

• type the first letters of the customer's name in the Clairvoyant 
field and let the program display accounts that match 

• click once to highlight the desired account on the Summary 
window and then re-activate the Data window 

• search for the account by using the Search command from the 
Action menu, (see "About the Search Window" in Chapter 9) 

The Da t a Wind ow ; 

Entering A Transaction Amount 

Amounts can be entered as dollar amounts or formulas. 
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DOLLAR AMOUNTS 

Amounts can be entered with or without dollar signs, commas, or decimal 
points. If no decimal point is entered, the amount is assumed to be whole 
dollars. Here are some examples of acceptable dollar amounts: 

3000 

1.99 

$200 

2,000 


FORMULAS 

You can use a formula to calculate an amount. The formula can contain 
one of the four basic math functions (+, -, *, or /). Only one math 
function can operate in each formula. Some examples of acceptable 
formulas are: 


simple sum: 
monthly payment: 
net difference: 
mileage calculation: 
quantity calculation: 
interest: 


1.99 + 2.95 
1160/12 
1495 - 275 
200 * .20 
5 * 3.95 
14000 * .10 


Formulas will appear on the Data window until the transaction is posted. 
The Data Window: 

The Second Account 


Use the same methods described in "Selecting Accounts For Transactions" 
to enter the second account. 

Notice that when the second account is entered, a message appears under it 
on the Data window. This message tells you the impact of the 
transaction on the second account. For example, if you deposit a check 
and use your Checking Account as the first account and Sales as the second 
account, the message will read "+ Income." On the other hand, when 
you write a check to pay rent, the message will read "+Expense." Use 
this message to verify that the transaction type and the account you have 
chosen will produce the result you want. 
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The Data Window: 

Marking A Transaction "Cleared" Or 
"Not Cleared" 

In the Cleared field, you designate whether the second account has cleared 
or not. Yes (meaning "cleared”) is pre-set as a default. When a 
transaction is posted with Yes selected, the second account is marked with 
a "Y" in the OK column of the Audit window. 

If the account has not cleared, click the button beside No. Later, when it 
does clear, you can change its designation in the Audit window. (See 
"Clearing A Transaction" in Chapter 8.) 

When you exit Ledger, you can decide to delete all transactions entered 
since last month-end-date or you can delete only cleared transactions. 

The Data Window: 

Entering A Transaction Memo 

You can use the Memorandum field to record any information you wish 
about the transaction. For Deposit transactions, you may want to record 
the source of the funds. For Check transactions, you should record the 
check number and payee. 

The memorandum will be displayed on the Audit window and will print 
on the Audit Trail and Transaction Journal. 

The Data Window; 

Entering A Transaction Date 

Enter the transaction date in the Date field. When the Data window 
appears after you select the New Data command from the Enter menu, 
the date that appears in the Date field comes from your Macintosh system 
clock. To change it, highlight the field and type in the current date. 
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The Data Window: 

Designating A Recurring Transaction 

You probably have certain transactions that need to be posted with the 
same amount to the same accounts each accounting period. Examples of 
recurring entries are depreciation, rent, mortgage payments, other loan or 
note payments, etc. 

Simply click the button beside Yes to mark a transaction as recurring. 

When you first enter a transaction and designate it as recurring, post it as 
you normally would. In the periods that follow, you will use the Post 
Recurring command from the Action menu to post all recurring 
transactions at one time in a batch. (See "The Post Recurring Command " 
in Chapter 9.) 

As a regular procedure, you should review these transactions by printing 
the Recurring Journal before you use the Post Recurring command. 

The Data Window: 

Posting A Transaction 

All new and revised transactions must be formally recorded in Ledger by 
posting them. To post a transaction, click the Post button at the bottom 
of the Data window. 


□ DATA 


Typ * : 1 Deposit | 

(S) Deposit O Check O Money O Payable O Transfer 


Primary Account: | 


Amount: 


~ 

Offset Account: 

_li 


Cleared: 

Ves 1 (5) Yes O No 

Memorandum: 



Date (mm/dd/yy): 

10/16/05 


Recurring: 

No | O Ves (•> No 

l 


POST | 


If the Status window is open when a transaction is posted, the totals for 
Income, Expense, Assets, Liabilities, and Net Worth would update and 
you see the impact of the transaction on your books instantly. 
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The balances of both of the accounts affected are also updated immediately. 
As soon as you activate a window which displays one of these accounts, 
the new balance will be displayed. 


The Data Window: 

Clearing The Data Window 

The Clear button at the bottom of the Data window is used to clear the 
information from the previous transaction so that you can enter another 
one. 

When you click Clear, the Amount, second Account, and Memo fields 
will clear as shown below: 

* File Edit Enter Shorn Rction 


[□ 

DATA 1 

Type: 

Deposit 

( 5 ) Deposit O Check O Money O Payable OTransfer [ 

Primary Account: 

1 . 1 

Amount: 

| 

Offset Account: 


Cleared: 

Yes | (•) Ves O No 

Memorandum: 



Date (mm/dd/yy): 

10/16/85 


Recurring: 

No | QVes <§)No 

[ POST 

v -;- 

] MHEEjp ( 00ID ) 



All other information remains unchanged. Clicking the Clear button 
performs the same action as selecting the Cancel Data command from 
the Action menu. 
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The Data Window; 

Voiding A Transaction 

You can always correct accounting mistakes by reversing transactions. 
(See "The Reverse Data Command " in Chapter 9.) Reversing is the most 
correct method of handling errors. However, occasionally you may 
make an entry error that should not appear on any report. The Void 
button at the bottom of the Data window lets you delete a transaction so 
that it is completely removed from your records. 

NOTE : The Void button Is very powerful. Use It very 

CAREFULLY. Void a transaction only when there 
should be no record of It in your books at all. 

To void a record, display the transaction on the Data window. Then click 
the Void button. 

A box appears to let you confirm the action. 


§ UOID mill delete this transaction from 
Ledger. 

[ Cancel ) 


Click OK. The transaction will be permanently and completely 
erased from your Ledger records. 

If you click the Void button accidentally or change your mind about 
voiding, click Cancel to return to Ledger without losing any information. 


The Data Window: 

Editing A Transaction Which Has Been 
Posted 

You can edit a transaction which has already been posted. To locate the 
one you want, open the Summary window. Double-click on the account 
displayed there and the Audit window will open. Double-click on the 
transaction showing in the Audit window and the Data window will 
open with the transaction displayed for you to make changes. 
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You can edit the Memo or the Date, change the Cleared or Recurring 
designations and then post the revised transaction as you would any new 
transaction. 

NOTE : If you change the transaction Type, the Accounts, 
or Amount used in a transaction, Ledger will treat 
this as a new entry. You should reverse the original 
transaction before making and posting these 
changes. 

The Data Window: 

Reversing A Transaction 

If you post a transaction that is incorrect, you can reverse it and then post 
a new transaction with the correct information. To locate the incorrect 
entry, open the Summary window. And double-click as described in the 
last page to find the original entry you made. 

You can reverse the transaction by selecting the Reverse Data command 
from the Action menu. 



Amount: 

$12,780,001 


Offset Account: 



J.Accounts Receivable 

Cleared: 

No 

O ves 

<i)No * Ass *< s 

Memorandum: 

Fremont High-lnv 

* 4820 

1 

Date (mm/dd/yy): 

10/4/85 

1 

Recurring: 


O Ves 

(•) No 

[ POST 

[ CLEAR ] C 

U0ID ] 

J 


A new transaction will be posted that is identical to the original 
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EXCEPT the amount will be a negative number. The transaction is 
negated and your Ledger records remain balanced. (See 'The Reverse Data 
Command" in Chapter 9.) Both the original entry and the reversed 
transaction will appear on the Audit window when you view either of the 
two accounts involved in the transaction. 


* File Edit Enter Show Action 


SUMMRRV 


RUDIT 


Accounts Racaivabla 

O From 9/30/83 (g) fill 

( Clear Item 

10/4/85 Chocking Account 
10/4/85 Chocking Account 


Curront Balance: 

-Not Outstanding: 

Statement Balanco: 
Dobit/Crodit Totals: 

Fremont High-lnv * 4820 


$16,925.00 K>1 
$ 0.00 

$16,925.00 
0 00 | 

12780.00 
-12780.00 


About The Account Window 

The Account window is used to: 

• set up new accounts in Ledger 

• review or change an account which is already posted in Ledger 

To set up a new account, select the New Account command from the 
Enter menu and the Account window will appear with the last account 
viewed on display. Click the Clear button and all of the fields except 
Class and Account Number will clear. 
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6 File Edit Enter Show notion 


□ 

ACCOUNT 



Auto-Search: 

--- 1 

Account Name: 

Accounts Receivable 


Class: 

Assets 


(•) Assets O Liability O NetWorthQ Income OExpense 

Account Number: 

2100 



Current: 

$16,925.00 


Quarter-to-date: 

$29,705.00 


Year-to-date: 

$29,705.00 


[ POST 

% CLEflR i T 


L 


The Class field displays the last account class used. The Account Number 
field shows the last account number used or " 1100” which is a default if no 
account number is assigned. 

All accounts in Ledger must have account names. Account numbers are 
optional. With Ledger, you can have as few or as many accounts as you 
wish. You are limited only by the amount of RAM in your Macintosh. 

The following sections describe each of the fields on the Account 
window. 

The Account Window: 

Entering An Account Name 

Enter the name for the account and press Return. 
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^ file Edit Enter Show Action 


r°- 

ACCOUNT " 



Auto-Search: 


Account Name: 

Utility Expense ^ 


Class: 

Assets 


|® Assets O Liability O NetlhorthQ Income O Expense 


Account Number: 

1100 

- ---- 1 



Current: 



Quarter-to-date: 



Year-to-date: 



[ POST 

) [ CLEAA ] 

. .■■■■■ . ..... --- > 


k 


The Account Window; 

Choosing An Account Class 

Each account must be assigned to one of five account classes: 

• Assets represent the value of the money or items that you own 

• Liability accounts represent debts or amounts that you owe 

• Net Worth accounts represent the capital investment in your 
business 

• Income accounts represent amounts earned from sales 

• Expense accounts represent the cost of doing business 

To choose the class for an account: 

• click the button beside the choice, or 

• press the first letter of the choice (i.e. "e" for "Expense") when the 
text entry prompt is in the Class field. 

The account class will appear in the Class field. 












The Enter Menu 


v 

» 


r File Edit Enter Show fiction 



The Account Window: 

Help On Account Classes 

To get help information on account classes, click the button beside your 
choice, then select the About Accounts... command from the Enter 
menu. For example, if Expense were selected, this box would appear 


EHPENSE accounts classify the eueryday costs of 
doing business. 


Euamples include Rent, Cost of Goods Sold, 
Utilities, Office Supplies, Wages, Bad Debts, 

Interest Eupense, Marketing Eupense, Depreciation 
Charges & Trauel. 



Click or Press any key to continue... 


The Account Window: 

Entering The Account Number 

In Ledger, account numbers are optional. If you do not wish to assign 
numbers, "1100" is automatically entered as a default. 

Ledger account numbers are used to order your accounts on reports. The 
numbers are made up of four digits (i.e. 1234). Starting from the left: 
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• The first digit is the subclass. Subclasses can be used to group 
and subtotal accounts within each account class. For example, 
subclass 1 could be current assets, subclass 2 could be fixed 
assets, etc. 

• The second digit is used to order the accounts within each 
subclass. For example, if you want the Checking Account listed 
before the Cash Account, assign "1200" to Checking and "1300" 
to Cash. 

• The last two digits are used to designate departments. With 
Ledger, you can have up to 99 departments (from 01 to 99). 

For complete instructions on how to assign and use numbers, see 
Appendix D. 


r 6 File Edit Enter Show Action 


□ 

ACCOUNT 



Auto-S*arch: 


Account Nam*: 

Utility Expense 


Class: 

Expense 


Q Assets Q Liability Q NetUiorthQ Income (•) Expense 

Account Number : 

110 ° 



Currant: 



Quart*r-to-dat*: 



Y*ar-to-dat*: 



[ POST 

] ( CLEAA ] 

-J 
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Ite AccMiDt Wind ow; 

Entering An Account Balance 

Ledger keeps track of the Current, Quarter-to-date, and Year-to-date 
balances of each account. When you set up a new account, you should 
enter the beginning balances for each account. However, the information 
entered is different for Balance Sheet accounts and Income Statement 
accounts. 

Balance Sheet Accounts: Assets, Liabilities, and Net Worth 
For these accounts, enter the current balances in all three fields. 

Income Statement Accounts: Income and Expense 

For these accounts, if you are at the beginning of a fiscal year, leave all 

three fields blank. 

If you are at any other point in the year, leave the Current field blank; 
enter the cumulative amount for the present quarter in the Quarter-to-date 
field; enter the cumulative amount for all prior periods in the Year-to-date 
field. If you do not have this information. Ledger will start accounting 
for your income and expenses when you begin recording. 


# File Edit Enter Shoui Hction 


!□ 

ACCOUNT 



Auto-Search: 

1 - =□ 

Account Name: 

Utility Expense 


Class 

Expense 


| O Assets o Liability O NetUJorthO Income <§> Ewpense 

Account Number: 

1 100 



Current: 



Quarter-to-date; 



Year-to-date : 

* 


( POST 

) ( CLEAR ] 
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The Account Window: 

Posting A New Account 

When you have entered all the information for an account, you must 
formally record it in Ledger. Click the Post button at the bottom of the 
Account window. 

* File Edit Enter Show Rction 


□ fiCCOUNT 


Auto-Search: 

-1 

Account Name: 

Class: 

Utilities Expense| 


Expense 


O Assets O Liability O NetUlorthQ Income (•) Expense 


Account Number: 

1 100 



Current: 



Quarter-to-date: 



Year-to-date: 




POST 


New accounts are posted into the memory of your Macintosh and can be 
used immediately. 

NOTE : The new accounts you enter are not stored on disk 
until you save your data. If your Macintosh is 
accidently turned off before you save, those new 
accounts will have to be re-entered. Be sure to 
save your work on disk periodically by using the 
Save & Continue... command. (See "The Save & 

Continue... Command"in Chapters.) 
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The Account Window: 

Selecting An Account To Be Viewed 

When the Account window is open, there are three ways to display 
accounts that have already been posted. You can: 

• use auto search 

• go to the Summary window and click to highlight the 
account there, then re-activate the Account window 

• select the Search command from the Action menu to search for 
the account name. 

Each method is described below. 

AUTO SEARCH 

As clairvoyance is built into Rags to Riches, you can access accounts 
simply by beginning to type the names of the account in the auto search 
field. Ledger suggests to you certain accounts you may be looking for. If 
the account in the echo field is exactly what you want, simply move on to 
the next field with your mouse. 

CLICK TO HIGHLIGHT THE ACCOUNT 

Go to the Summary window and highlight the account that you want 

there as shown below: 


6 File Edit Enter Show fiction 


(S) Current O Quarterly O Vearly 
<•> Assets O Liability O NetLUorth O Income O Expense 


1100 

Checking Account 

$23,876.07 

111-0*3 jF*tt»j C a.-h , 

T?S: *0 

2100 

Accounts Receivable 

$4,145.00: 

2100 

nventory 

$50,810.57 

2100 

Dther Assets 

$3,688 31 

3100 

"urniture and Fixtures 

$8,226.01 

3ioo:::j 

Equipment 

$6,823 75 


42* 
52 0* 

;;j.b* 

8 4* 
.7 0* 
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Then re-activate the Account window. The account will be displayed 
automatically: 


4 File Edit Enter Show Retion 



SEARCH FOR THE ACCOUNT 

If it is not practical to scan the Summary window, you can locate a 
specific account by selecting the Search command from the Action 
menu. 

The Search window will appear. Enter all or part of the name of the 
desired account. Click the Next button and the first account name in 
alphabetical order which matches the characters you entered will appear. If 
this is not the account you want, click Next again. When you find the 
account you want, click OK. 

You will return to the Account window, the account will be displayed 
automatically. (For more on searching , see "About The Search Window" 
in Chapter 9.) 
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The Account Window: 

How to Correct Mistakes 

You can change an account after it has been posted. Use any of the 
methods described in the previous section to display the account in the 
Account window. 

To enter new account, click with the mouse or press Return to move from 
field to field. You can backspace to delete old text or just click to 
highlight a field, then type in your changes. In other words, you can 
write over the wrong account and replace it with the correct 
one. 

Remember to Post the new information. See also Page 4-7 for more 
information. 

lhe. A c c Qim tWin d Qw .1 

Clearing The Account Window 

To clear the information in the Account window so that you can enter a 
new record, click the Clear button at the bottom of the window. (All of 
the fields except Class and Account Number will clear. The last account 
class and number used are always displayed.) 

If you are entering new accounts one right after another, remember to 
Post each account before you Clear the window to enter the next one. 

NOTE : The Clear button does NOT delete account records 
that have already been posted. 


About The Options Window 

The Options window is used to enter your company name and address to 
be printed on reports, to designate whether you are printing with a logo. 
Select the Options command from the Enter menu and the Options 
window will appear: 
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OPTIONS 


File Edit Enter Show Action 


Company Nam* 


Entering Your Company Name And Address 


Enter your company name and address as you would like this information 
to appear on your financial reports. 


Setting Your Logo Type For Reports 


Ledger allows you to create your own logo which can be printed in the 
upper left comer of invoices, statements, and reports. Instructions for 
creating your logo are given in Appendix E. If you are printing a logo, 
click the button beside Single if it is 32 dots wide or click Double if it 
is 64 dots wide. None is already selected as a default if you are not using 
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Summary Points 

• Commands under the Enter menu are used to enter transactions 
and new accounts into Ledger. 

• The New Data command is used to enter transactions. 

• There are five types of transactions: Deposit, Check, Money, 
Payable, and Transfer. 

• Help information on transaction types is available by selecting 
the About Data Types.,, command. 

• The transaction amount can be entered as a mathematical formula. 

• There are three buttons at the bottom of the Data window: Post 
is used to post transactions, Clear is used to clear the Amount, 
second Account, and Memo fields; and Void is used to delete a 
transaction completely from your Ledger records. 

• The New Account command is used to enter all accounts. 

• Help information is available on account classes be selecting the 
About Accounts... command. 

• Optional account numbers can be used to order your accounts for 
reports. 

• There are two buttons at the bottom of the Account window: 

Post is used to post accounts; Clear is used to clear all the 
fields except the account class and number. 

• Use the OPTIONS command to enter your company name and 
address and to designate whether you want your company logo to 
print on your financial statements. 
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The Show Menu 


Commands under the Show menu are used to: 

• review the chart of accounts and their balances using 
the Summary window 

• review accounts one at a time with the Audit window 

• set account display and printing dates. For example, you can see 
all transactions or transactions since a certain date. 

• view the company’s summary income statement and balance sheet 
on the Status window 

There are three commands under the Show menu: 

• Chart of Accounts 

• Audit Accounts 

• Status 

Each of these commands will form its window on your screen. To use any 
of them, pull down the Show menu, highlight the command you want, 
and release the mouse. 





The Show Menu 


* File Edit Enter 

jTJf fiction 


Chart of Accounts 

*3 


Audit Accounts 

§€4 


Status 

X6 


About The Summary Window 

Select the Chart of Accounts command from the Show menu and the 
Summary window will appear: 


* File Edit Enter Shorn fiction 


SUMMARY 


<i) Current O Quarterly O Vearly 


r~ 

: Marne 

Amount 

^lJI 

1 100 

[Checking Account 

$23,876.07! 

24.4* 

1100 

Petty Cash 

$98.60| 

0.1* 

2100 

[Accounts Receivable 

$4,145,001 

4.2* 

2100 

[Inventory 

$50,81 6 .571 

52.0* 

2100 

[Other Assets 

$3,688 31 j 

3.8* 

3100 

Furniture and Fixtures 

$8,226.Oil 

8.4* 

3100 

Equipment 

$6,823.75! 

. ♦ .. 

7 . 9 * 



•-I— . E 


1 1 


a 


21 


The Summary Window: 

Reviewing Accounts By Class 

The Summary window displays all of your Ledger accounts, one account 
class (Assets, Liability, Net Worth, Income, and Expense) at a time. To 
change the account class displayed, click the button beside your choice. 
For each account displayed, the following information is provided: 
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The Show Menu 


• the account name 

• the account balance 

• for income and expense accounts, the percent shows the percent of 
total income which this account represents. 

• for asset, liability, and net worth accounts, the percent shows the 
percent of total assets which this account represents 

You can use the scroll box on the right side of the window to scroll 
through the accounts. 

The Swmmary Window; 

Reviewing Current, Quarter-to-Date Or 
Year-to-Date Totals 


Account balances are accumulated for the current period, quarter-to-date and 
year-to-date. (The balances for Balance Sheet accounts, assets, liabilities, 
and net worth accounts will show the totals as of the last period end 
closing.) To view the balances in each period, click the button beside 
Current, Quarterly, or Yearly. Current is set as a default. The 
totals for the period you select will also appear in the Status window. 


* File Edit Enter Show Action 


! SUMMARY j 


O Current ( 5 ) Quarterly O Vearly 
<•> Assets O Liability O NetUJorth O Income O Enpense 

1 100 

{Checking Account 

$25,349,481 

24 5* 

1100 

f etty Cash 

$128.55! 

0.1* 

2100 

Accounts Receivable 

$16,925.00! 

16 3* 

2100 

{Inventory 

$42,490 34! 

41 .0* 

2100 

{Other Assets 

$3,688,311 

3.6* 

3100 

Furniture and Fixtures 

$8,226 01 { 

.73* 

3100 

Equipment 

$6,823.75! 

.. '6"6* 


. I -- —i 

— 

an 



Keep in mind that the period selected on the Summary window affects 
the totals: 

• copied when you use the Copy Accounts command 
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___ The Show Menu 

• printed on the Income Statement and Balance Sheet 

• displayed on the Status window 

Only amounts for the period selected (Current, Quarterly, or Yearly) will 
be copied, printed, and displayed. 

The Summary Window: 

Selecting An Account Record 

The Summary window can be used to select an account to be reviewed. 
There are two ways to do this: 

• if the Audit window is open, click once to highlight the account 
you want on the Summary window and then reactivate the 
Audit window 

• if the Audit window is not open, double-click on the account 
displayed in the Summary window and the Audit window will 
automatically open with the account displayed in it. 

The Summary Window; 

Selecting Accounts For Transactions 

When entering the first or second accounts in a new transaction, you can 
select them from the Summary window. With the text entry prompt in 
the Account field on the Data window, activate the Summary window 
and click to highlight the account you want 


• ■ =="'= Jr SUMMARY —----- =^=========\ 

<•> Current O Quarterly O Vearly 

O Assets (•) Liability O NetWorth O Income O Expense 

a 

■ 

S 3 

‘ Amount FCT | 

1 

2100 ffaxes Pay able $2,388.65! 9.1* 

2100 Other Liabilities ; $1,543 08! 5 9* 

. j . 1 . : 

a 


F 


Re-activate the Data window and the account name will appear in the 
Account field there. (See "About The Data Window " in Chapter 7.) 
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* File Edit Enter Show Rction 


SUMMARY | 

OHHMHI 








Auto-Search. 

1 

xpense 

= 

Account Name: 

Accounts Payable k 


40 9* 

— 

Class: 

Liability ^ 


44.196 


O Assets (•) Liability O NetLUorthO Income O Ewpense 


9.158 

5.995 


Account Number: 

1 100 




" 



Current: 

$10,717.21 


. 


Quarter-to-date: 

$1 1,050.42 




Year-to-date. 

$1 1,850.42 



_ 

( POST 

] [ CLEAR 1 

. } 


TTT 


About The Audit Window 


Select the Audit Accounts command from the Show menu and the 
Audit window will appear with the last account viewed on display: 
















The Show Menu 


6 File Edit Enter Show Action 


SUMMBBV 


AUDIT 


Accounts Payable 

(•) From 9 / 30/85 O AH 

Clear Item ft 

jl 0 /3 /85 jlnventory 
ll0/4/85 Checking Account’ 


Current Balance: 

-Net Outstanding: 

Statement Balance: 
Deb it/Credit Totals: 

Schwinn Red Vings-Due 
!ln v *4382- S c h w i rin Red 


$10,717.21 
-$1,133.21 


The Audit Window: 

Reviewing Account Activity 

The Audit window displays the transactions for one account at a time. 

The account name is shown on the upper left of the window. The account 
balance, less the net of all outstanding transactions is shown on the upper 
right. Totals of the debit and credit transactions are also shown. 

In the OK column, a "Y" means that the transaction has been designated as 
cleared on the Data window and can be deleted when you exit Ledger. The 
Account Name column shows the off-setting account in this transaction 
and the memorandum column shows any notes you may have made. The 
Debit and Credit column titles show the impact of the transaction on the 
account currently displayed. A plus sign (+) means that an amount in this 
column has increased the balance of die account. If the account is 
increased by a debit, the column title will be Debit (+); if the account is 
decreased by a debit, the column title will be Debit (-). 
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The Show Menu 



Selecting An Account To Be Viewed 


There are three methods to select an account for viewing on the Audit 
window. You can: 


• type the first letters of the account name in the auto search field 
and let the program display the accounts that match 

• click once to highlight th desired account in the Summary 
window and then re-activate the Data window 

• search for the account by using the Search command from the 
Action menu (See "About The Search Window" in Chapter 9) 



The From and All buttons control the transactions that are displayed on 
the Audit window and printed on reports. The date beside From is the 
date on which the last Month End Update occurred. (See "Month End 
Update" in Chapters.) 



















The Show Menu 


If you select From, only current transactions, those entered since the last 
Month End Update and older transactions that have not cleared will be 
displayed on the Audit window and printed on the reports listed below. 

If you select All, all of the transactions in your Ledger records will be 
displayed in the Audit window and printed on reports. 

In addition, these options also control the transactions that are included on 
the following reports: 

• Trial Balance 

• Audit Trail 

• Receipts Journal 

• Disbursements 

• Sales Journal 

NOTE : When you select From, cleared transactions are only 
"hidden" from view. They are NOT deleted. You can 
always re-display them by clicking the button beside 
AIL You can switch from one to the other without 
losing any information. 

The Audit Window: 

Clearing A Transaction 

To clear a transaction, highlight it on the Audit window and click the 
Clear Item button. 


r 6 File Edit Enter Show Rction 


1. SUMMHRV “ . 1 

E 

" 

..- 

AUDIT 

■ . .— n 

Accounts Payable Current Balance: 

-Net Outstanding: 

<•) From 9/30/85 O RH 

Statement Balance: 

Debit /Credit Totals: 

$10,717.21 
-$1,133.21 

$11,850.42 
9453.44 8320.23 

H| 

ii 

IS 

10/3/S5 

Inventory' 

Sc hw inn F ed Vings-I-ue 

r .L “ 


10/4/85_ 

Checking Account 

nv *4382-Schvinn Red 

9453.44; 

t 

.t. 

; 

H 

=1 

m 
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_ The Show Menu 

A "Y” will appear beside the transaction in the OK column to indicate it 
has cleared. This is similiar to the way you would mark checks and 
deposits which have cleared the bank when reconciling your bank 
statement. 

If you clear a transaction accidentally, highlight it on the Audit window 
and click the Clear Item button again. The "Y" will disappear and the 
transaction will be designated as not cleared. 

NOTE : When BOTH accounts in a transaction have cleared, you 
can choose to delete it from your Ledger records as 
you exit the program. (See "Deleting Cleared 
transactions"in Chapters.) 

The Audi t . W indo w : 

Choosing A Transaction To Be Edited 

The Audit window can be used to select a transaction to be viewed or 
edited. Double-click on the transaction showing on the Audit window: 


6 File Edit Enter Snow Rction 




1___ SUMMARY I 

[in—.. --- 

AUDIT .=1=== 



$10,717.21 

-$9,453.44 

$20,170.65 

8320.23 

i 


Inventory 

Schwinn Red Wings-Due 


...it-L...„ 

! 

. 

i.I.| 

===== 

.i.-. 

j 

.i . 

f. 

a 


m 


L: : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : :;::::::::::::::::::::::::::::::::::;::::::: 


The Data window will open automatically with the transaction displayed 
exactly as it was entered before it was posted. 
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^ File Edit Enter Show Action 


::: : 1 summary 

AUDIT | 

■■■ 



$10,717.21 


: ( 



-$9,453 44 


: Type: 

: r 

Check 

$23,876.07 

$20,170.65 


|£j O Deposit (5) Check 

O Money O Payable O Transfer 

8320.23 

— 

- Primary Account: 





Y 

1_ 


8320 23 


Amount: 

$9,453.44 



Offset Account: 

^Accounts Payable 



... Cleared: 

No 

OVeS <•) NO " Liability 



Memorandum: 

Inv *4382-Schwinn Red Wings 



Date (mm/dd/yy): 

10/4/85 



' Recurring: 

No 

O Ves (•) No 



U 



U l POST 

] [ CLEAA ] [ UOID ] 






Ijlji 


About The Status Window 


To use the Status window, select the Status command from the Show 


menu. 

* File Edit Enter Show Action 


—l l -. 

Aags to Aiches Ledger STATUS m 


Income 

$6,837.76 

Assets 

$97,668.31 

Expense 

$8,817.68 

Liabilities 

$26,194.78 

Profit 

-$1,979.92 

Net Worth 

$71,473.53 

(01985 Chang Labs 


Support 408/246-8020 | 

Memory : 

320618 



Transactions: 

15 

Accounts: 

28 


The Status Window: 

Viewing The Overall Financial Status 

The Status window gives you a bird’s eyeview of your operations. 
Displayed in the window is a summary income statement and balance 
sheet. Totals for your income and expense accounts are shown along with 
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__ The Show Menu 

the difference between them which equals your estimated profits. Total 
assets and iiabilites are also shown with their difference which equals your 
company’s net worth. 

If the Status window is open when a transaction is posted, you can see 
the totals update immediately to show the result of the transaction. 

The Status Window: 

Vital Statistics 

At the bottom of the Status window, some important information about 
your Ledger books is provided: 

• Memory: shows how much memory is available for new 
transactions and accounts. 

• Transactions: shows the number of transactions already in your 
Ledger records. 

• Accounts: shows the current number of accounts in your 
records. 

Summary Points 

• There are three commands under the Show menu: Chart of 
Accounts, Audit Accounts and Status. Bach one displays 
a window. 

• The Audit window is used to review one account at a time. 

• Click the button beside From to display and print information 
about current transactions only. 

• Click the button beside All to display and print all transactions. 

• The Summary window is used to view all accounts and their 
balances, one account class at a time. 

• The Status window shows the overall financial status of your 
business and other useful information. 
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The Action Menu 


Commands under the Action menu are used to: 

• post a new or revised transaction 

• reverse a transaction which has been posted 

• cancel information about a transaction before it is posted 

• search for an account 

• post all recurring transactions in a batch 

There are five commands under the Action menu: 

• Post Data 

• Reverse Data 

• Cancel Data 

• Search 

• Post Recurring 

The first three commands cause an immediate action on the Data window. 
(,See "About The Data Window" in Chapter 7.) The Search command 
displays a window. The Post Recurring command posts all 
transactions which have been designated as recurring on the Data window. 
To use any of these commands, pull down the Action menu, highlight 
the one you want, and release the mouse. 






The Action Menu 


6 File Edit Enter Show 


Post data 3€P 

Reverse data 3€R 
Cancel data 
Post recurring 


Search 3€S 


i 

< 


The Post Data Command 


All new and revised transactions must be posted into Ledger. After you 
enter the information on the Data window, select the Post Data 
command from the Action menu: 


* File Edit Enter Show 



Type: 


Check 


Reuerse data 
Cancel data 
Post recurring 


Search 


O Deposit <5) Check o Mfrrreg — u payan i e 

Primary Account: I IjChecking Account 


Amount: 

Offset Account: 
Cleared: 
Memorandum: 

Date (mm/dd/yy): 
Recurring: 


$1,600.00 


|Rent 


Yes (•) Ves O No + Expense 


October rent-Chk *1272 



O Ves <•) No 


[ POST ] [ CLEAR ) [ D01D ] 



l: 


The Post Data command performs the same action as using the Post 
button at the bottom of the Data window. (For more information on 
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The Action Menu 


entering transactions, see 'About The Data Window" in Chapter 7.) 

After posting the transaction, the Data window clears and the Status 
window reflects the new totals. 

The Reverse Data Command 

If you accidentally post a transaction that is incorrect, use the Reverse 
Data command to nullify it. Reverse Data posts a new transaction 
that is identical to the original EXCEPT the amount is negative. 
Posting the negative amount in effect cancels the original entry. 

To reverse a transaction, display it in the Data window, then select the 
Reverse Data command from the Action menu. 


* File Edit Enter Show 



Post data 

Cancel data 
Post recurring 


Search 

O check O Mtirreig— uvayaP i B 


ita 86P ‘ 

rlntn I - - 

;c urr lng ■■■j 

3SS I $25,349.48 

) Payame ^ Transfer 

IjChecking Account — 


Amount: 

$2,370 8^ 

Offset Account: 

[SalesRevenues 

Cleared: 


Memorandum: 

10/1/85 Receipts 

1 

Date (mm/dd/yy): 

10/2/85 

1 

Recurring. 



( POST ) ( CLEAR ) ( UOID ) 


1600.00 

84o"76 

250 T 6 0 

2850.00 

9453 44 


4524.97 

567~00 
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The Action Menu 


After reversing a transaction, the Data window clears and the Status 
window reflects the new totals. Both the original and negative transactions 
will be displayed in the Audit window. 


r 6 File Edit Enter Show Action 



-lumra-v, 


"Jft» H ifnr- 


Current Balance: 
-Net Outstanding 


Sales Revenues 


(8) From 9 / 30/85 


Statement Balance 


Clear Item 


Debit/Credit Totals 


jlO/f /85 Receipt: 


0/2 & 10/3 Sales Receipts 


10/2/85 

10/4/85 

10/2/85 


Checking Account 
Checking Account 
Checking Account 


il 0/1/85 Receipts 


The Cancel Data Command 

To cancel a transaction on the Data window before it is posted, select the 
Cancel Data command from the Action menu. 


r 6 File Edit Enter Show 


Ac tion 


Post data 

XP 

Reuerse data 

XR 


Checking Account 


C ant el data 

rm 


Search 


Type: | Check) U "-" | - 

O Deposit ® Check O Money Q Payable O Transfer 



$23,876.07 
-$1,473.41 


$25,349.48 
21091.17 


Primary Account: 


Amount: 

Offset Account: 
Cleared: 
Memorandum: 

Date (mm/dd/yy): 
Recurring: 


{Checking Account 


$1,600.00 


(5) Yes QNo + lx?™* 


October rent-Chk *1272 


10/1/05 


O Ves <i) No 


1600.00 

8 40 .76 

250 66 


2850.00 
9453 44 


4524.97 


567.00 


94 















































































































































































_ The Action Menu 

The Amount, second Account, and Memo fields will clear. The Cancel 
Data command only works on transactions that have not been posted and 
has no effect on your Ledger records in memory or on disk. 

Selecting Cancel Data when a posted transaction is displayed in the 
Data window performs the same action as clicking the Clear button. 


About The Search Window 


The Search window is used to locate any account in Ledger by searching 
for its account name. Select the Search command from the Action 
menu and the Search window will appear: 


* File Edit Enter Shorn fiction 


□ 


Search Value: 



account name 

| 1 O OK ONewt OPreu 


Use the Search command to enter accounts in: 

• the first and second account fields on the Data window 

• the Account window to review the account definition 

• the Audit window to review account activity 
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The Action Menu 


The Search Window; 

Searching For An Account Name 

When you work with the Data, Account, and Audit windows, you can 
select the Search command from the Action menu to locate an account. 

In the Search Value field, type in all or part of the account name you 
need. Click the button beside Next and the first account in alphabetical 
order which matches your search value will be displayed in the Search 
window. If no account matches your search value, the message "No 
Match" will appear instead of an account name. 

If the account displayed is not the one you want, click Next again to see 
another. The window first displays accounts that begin with your search 
value, then it displays accounts that have the search value anywhere in 
the name. If you click Next and accidentally pass the account you need, 
click Prev and search through the list in reverse order. When all possible 
matches have been displayed, the searching process continues by going 
back to the beginning of the list 

When you find the account you want, click OK. 


r * File Edit Enter Shorn Rction 


DATA 


Search Value: 
Utilities 


Check 


Type: 

O Deposit <i) Check O Money O Payable O Transfer 


I C^OK ONent O Preu 


Primary Account: 

^Accounts Payable 

Amount: 

148.53 | 

Offset Account: 

» 1 

Cleared: 

Yes | (S)Ves QNo + Assets 

Memorandum: 



Date (mm/dd/yy): 

10/15/85 


Recurring: 

No | O Ves (8) No 


[ POST ] ( CLEAR ] [ UOID 















_ The Action Menu 

The Search window will disappear and your account you have selected 
will appear in the active window when you click in the appropriate field. 

File Edit Enter Shorn fiction 


[□ 

DATA 

Type: 

Check 1 $10,717.21 

O Deposit ©Check O Money O Payable O Transfer | 

Primary Account: 

^Accounts Payable 

Amount: 

148.53 

Offset Account: 


Cleared: 

Yes | ( 5 ) Ves O No + Expense 

Memorandum: 



Date (mm/dd/yy): 

10/15/85 


Recurring: 

No | O Ves <•) No 

[ POST 

) ( CLEAR ) ( uom ) 


The Post Recurring Command 

When you enter transactions on the Data window, you can designate them 
as ,, recurring M by clicking the button beside Yes in the Recurring field. 
Recurring transactions are those transactions which need to be posted with 
the same amount to the same accounts on a regular basis. (See 'About 
The Data Window" in Chapter 7.) The Post Recurring command 
batches all transactions that have been marked as recurring and posts them 
as a group automatically. 

Before you use this command, print a Recurring Journal to confirm all 
of the transactions to be posted. Then select the Post Recurring 
command from the Action menu. 
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The Action Menu 



A box will appear for you to confirm the action. 



When you click OK, a box will appear to confirm the number of 
transactions posted. 
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_ The Action Menu 

Summary Points 

• The Post Data command under the Action menu is used 
to post new or revised transactions. 

• The Reverse Data command is used to nullify incorrect 
transactions that have already been posted. 

• The Cancel Data command clears the information on the 
Data window and lets you start over. The Cancel Data 
command only works on transactions which have not yet been 
posted. It has no effect on the Ledger records. 

• The Search command displays the Search window and 
is used to search for an account name. 

• The Post Recurring command batches all transactions that 
have been designated as recurring and posts them as a group. 
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Accounting Basics 


This appendix provides a review of basic accounting terms, account types, 
and debits and credits. 

Accounting simply means keeping records of your finances (money), 
preparing written reports or statements from those records, and 
understanding those reports so that you can make good decisions about 
running your business. The Ledger is the place where your accounting 
information is recorded. 

An account is a category for each item that affects your financial 
position. For example, you might have an account called "Rent" that 
would keep a track of every time you pay, how much you pay, and even 
the total amount paid so far this year. You can have as many accounts as 
are necessary to keep track of the activities of your business. The 
complete list of your accounts is called a Chart of Accounts. 

Every account must be classified as one of the following: asset, liability, 
net worth, income, or expense. How an account is classified is determined 
by how the account relates to your financial position. 




Accounting Basics 


• Assets represent everything that you own of value. 

• Liabilities are the amounts that you owe to someone else. 

• Net Worth accounts contain the owner’s investments and the 
accumulated earnings of the business. 

• Income accounts are sources of income or revenue 

• Expense accounts are the direct cost of doing everyday business. 

Assets, Liabilities, and Net Worth accounts are ongoing records of the 
status of your business. A printed report of these accounts and their 
balances is called a Balance Sheet. The Net Worth of the business is 
calculated by subtracting what you owe from what you own. (Assets - 
Liabilities = Net Worth) Therefore Liabilities plus Net Worth will always 
equal total Assets and the result will always balance as shown below: 


Liabilities + Net Worth Assets 



The difference between total income and total expenses is called Profit if 
income is greater, or Loss if expenses are greater. The printed report of 
the balances of all income and expense accounts is called the Income 
Statement. 

The totals of the income and expense accounts are zeroed out at the 
beginning of each accounting period. This is called closing the books. 
You may want to accumulate quarter-to-date or year-to-date totals for these 
accounts so that you can tell if your company is operating profitably over 
the longer term. (Rags to Riches does this for you automatically.) 

In double-entry bookkeeping, a ledger page is divided into two 
columns. One column is used to record account increases, the other side is 
used to record account decreases. Debit means to post an account on the 
left side. Credit means to post it on the right side. 





Accounting Basics 


The illustrations below show where each type of account carries its 
balance: Assets and Expenses are debited on the left; Liabilities, Net 
Worth, and Income accounts are credited on the right. Assets and 
Expenses increase with debits; Liabilities, Net Worth, and Income 
accounts increase with credits. 


Assets 

Liabilities 


Net Worth 


Income 


Expense 


Whenever there is a financial action that involves your accounts, it is 
referred to as a transaction. Examples of transactions include paying 
your rent, buying office equipment, borrowing money from the bank, 
getting paid by a customer, and paying taxes. Post means to record 
something officially in Ledger. 

In double-entry bookkeeping, each transaction is posted to two 
accounts. The transaction is a debit to one account and a credit to the 
other. Because each transaction is posted on both sides of the ledger, the 
books are always balanced. 
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Examples Of Reports 


Ledger prints many reports that will help you keep track of your finances. 
This appendix illustrates each report that Ledger can print for you: 


• Account List 

• Audit Journal 

• Balance Sheet 

• Chart of Accounts 

• Disbursements Journal 

• Income Statement 

• Receipts Journal 

• Recurring Journal 

• Sales Journal 

• Transaction Journal 

• Trial Balance 


To print any of these, use the Print... command under the File menu. 
(See Chapter 5 for details.) 






The Account List 


Oct 15, 

Account List 


ABC Corporation 

1901 12th Avenue 
Jackson, VT 12245 
(505) 555-3200 


Account Class 


Accounts Receivable 

Accounts Payable 

Assets 

Liability 

Checking Account 

Coat of Goods 

Assets 

Expense 

Equipment 

Assets 

Furniture and Fixtures 

Freight Expense 

Assets 

Expense 

Inventory 

Insurance 

Interest Expense 

Assets 

Expense 

Expense 

Notes Payable 

Liability 

Other Assets 

Other Liabilities 

Other Income 

Operating Supplies 

Other Operating Expenses 

Assets 

Liability 

Income 

Expense 

Expense 

Petty Cash 

Proprietors Account 

Payroll Taxes 

Assets 

Net Worth 
Expense 

Rent 

Repair a rut Maintenance 

Expense 

Expense 

Sales Revenues 

Service Revenues 

Salaries 

Income 

Income 

Expense 

Taxes Payable 

Taxes »rul Ucenaea 

Liability 

Expense 

Utilities 

Expense 


1985 


Acct# 

2100 

1100 

1100 

1100 

3100 

3100 

3100 

2100 

3100 

3100 

1100 

2100 

2100 

2100 

3100 

3100 

1100 

1100 

2100 

3100 

3100 

1100 

1100 

2100 

2100 

3100 

3100 



Printing Reports 




Audit Journal 

Oct 15, 1985 


R0C Corporation 

1901 12th Avenue 

Jackson, VT 12245 
(505) 555-3200 


Checking Account Balance: 

$23,876.07 


Date Account 

Debit [+] Creditf ] Memorandum 



101/85 Rent 
101/85 Insurance 
102/85 Sales Revenues 
1 (V2/85 Repair and Maintenance 
10/2/85 Notes Payable 
10/4/85 Accounts Payable 
10/4/85 Accounts Receivable 
10/4/85 Service Revenues 
10/4/85 Sales Revenues 
10/2/85 Cost of Goods 
10/2/85 Cost erf Goods 
10/2/85 Cost of Goods 
10/2/85 Cost of Goods 
Total 


1,600.00 October rent-Chk #1272 
840.76 Blue Cross October premium- Chk 
2,370.84 10/1/85 Receipts 

250.00 Pantel Copier Service-Chk # 1274 
2,850.00 Superflex preaa-Oct pymnt Chk # 
9,453.44 Inv #4382-Schwinn Red Wings 
12,780.00 Fremont High-Inv # 4820 

536.20 SX FLIERS Racing Bikes Prep. Inv 

3,930.72 102 & 103 Sales Receipts 

4,524.97 Ck# 4561 - Bandley Supplies 
567.00 Ck# 4542 - Aran Wholesaler 
112.00 Ck# 4560 - Winduct Mfg. 

893.00 Ck # 4589 - Teal Assoc. 

$19,617.76 $21,091.17 


-$1,473.41 



B-3 





Printing Reports 



BQlonce Sfetsf 


ABC Corporation 

1901 12lh Avenue 
Jackson, VT 12245 
(505) 555-3200 


Oct 15. 1985 


Checking Account 
Petty Cash 
SubTotal 

Accounts Receivable 

Inventory 

Other Assets 


Furniture and Fixtures 
Equipment 
SubTotal 


23,87607 

98.60 

$23,974.67 

4,145.00 

50,810.57 

3,688.31 

$58,643.88 

8,226.01 

6,823.75 

$15,049.76 


Accounts Payable 
Notes Payable 
SubTotal 

Taxes Payable 
Other Liabilities 


Liability 


$97,668.31 


10,717.21 

11,545.84 

$22,263.05 

2,388.65 

1,543.08 

$3,931.73 


$26,194.78 26.8% 


Proprietors Account 
YTD Earnings 
Total 

Liabilities & Net Worth 


72,500.00 74.2% 

-1,026.47 -1.1% 

$71,473.53 73.2% 




$97,668.31 

1000% 





Printing Reports 



Oct 15, 1985 


Chart of Accounts-Balance Sheet 


Oct 15, 1985 

Chart of Accounts- income 
Statement 

ABC Corporation 

1901 12th Ruenue 
Jackson, UT12245 
(505)555-3200 


Income 


Sales Reuenues 
Serulce Reuenues 


SubTotal 


Recount# 


I1100 
II 100 


11 000 


Other Income 


12100 


Cost of Goods 


Expense 


El 100 


Salaries 
Payroll Taxes 


E2100 

E2100 


SubTotal 


E2000 


Insurance 
Operating Supplies 
Utilities 

Repair and Maintenance 
Other Operating EKpenses 
Interest Expense 
Taxes and Licenses 
Freight Expense 


E3100 

E3100 

E3100 

E3100 

E3100 

E3100 

E3100 

E3100 

E3100 



SubTotal 


E3000 


v 











Printing Reports 


The Disbursements Journal 


Olabursement Journal 
BJ3C Corporation 

1901 12th Avenue 
Jackson, VT 12245 
(505) 555-3200 


Oct 15. 1985 


1 Checking Account Balance: $23,876.07 

Date 

Account 

Debit [+] 

Creditf-] Memorandum 

10/1/85 

Rent 


1,600.00 October rent-Chk #1272 

1 Of 1/85 

Insurance 


840.76 Blue Cross October premium- Chk 

10/2/85 

Repair and Maintenance 


250.00 Panlel Copier Service-Chk # 1274 

10/2/85 

Notes Payable 


2,850.00 Superflex press-Oct pymnt Chk # 

10/4/85 

Accounts Payable 


9,453.44 Inv #4382-Schwinn Red Wings 

10/2/85 

Cost of Goods 


4,524.97 Ck# 4561 - Bandley Supplies 

10/2/85 

Cost of Goods 


567.00 Ck# 4542 - Aran Wholesaler 

102/85 

Cost of Goods 


112.00 Ck# 4560 - Winduct Mfg. 

10/2/85 

Cost of Goods 


893.00 Ck # 4589 - Teal Assoc. 


Total 

$0.00 

$21,091.17 
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Printing Reports 


The Income Statement 


Oct 15, 1985 

Income Statement 

ABC Corporation 

1901 1 2th Ruenue 
Jackson, UT 12245 
(505)555-3200 




Current 

PCT 

Sales Reuenues 

Income 

6,301.56 

92.27. 

Seruice Reuenues 


536.20 

7.8% 

Subtotal 


$6,837.76 

100.0% 

Other Income 


0.00 

0.0% 

Total 


$6,837.76 

1 00.0% 

Cost of Goods 

Expense 

6,096.97 

89.2% 

Salaries 


0.00 

0.0% 

Payroll Taxes 


0.00 

0.0% 

SubTotal 


$0.00 

0.0% 

Rent 


1,600.00 

23.4% 

Insurance 


840.76 

12.3% 

Operating Supplies 


29.95 

0.4% 

Utilities 


0.00 

0.0% 

Repair and Maintenance 


250.00 

3.7% 

Other Operating Expenses 


0.00 

0.0% 

Interest Expense 


0.00 

0.07. 

Taxes and Licenses 


0.00 

0.07. 

Freight Expense 


0.00 

0.0% 

SubTotal 


$2,720.71 

39.8% 

Total 


$8,817.68 

129.0% 

Net Profits 

.. • 

-$1,979.92 

-29.0% 





Printing Reports 






Printing Reports 


The Recurring Journal 


k 


Recurring Journal 

ABC Corp, Real Estate Management 
1901 12th Avenue 
Jackson, VT 12245 
(505) 555-3200 

# Date Type Debit Account Credit Account 

1 10/1/85 Check *Rcnt Checking Account 

October rent-Chk #1272 

2 10/1/85 Check *Insurance Checking Account 

Blue Cross October premium- Chk #1273 

5 10/2/85 Check Notes Payable Checking Account 

Superflex press-Oct pymnt Chk # 1275 


Oct 15,1985 


Amount 

1600.00 

840.76 

2850.00 






Printing Reports 


The Sales Journal 


Sales Journal 

ABC Corp, Real Estate Management 
1901 12th Avenue 
Jackson, VT 12245 
(505) 555-3200 

Date Account Debit [-] 

Sales Revenues Balance: $6,301.56 


Y 10/2/85 Checking Account 

Y 10/4/85 Checking Account 

Total 


Service Revenues Balance: $536.20 


Y10/4/85 Checking Account 536. 

Total $0.00 $536. 


2,370.84 
3,930.72 
$0.00 $6,301.56 


Oct 15,1985 


Credit[+] 


8 8 










Printing Reports 



Oct 15,1985 


Transaction Journal 
ABC Corp, Real Estate Management 
1901 12th Avenue 
Jackson, VT 12245 
(505) 555-3200 


# Date 


1 10/1/85 

2 10/1/85 

3 10/2/85 

4 10/2/85 

5 10/2/85 

6 10/3/85 

7 10/3/85 

8 10/4/85 

9 10/4/85 

10 10/4/85 

11 10/4/85 

12 10/2/85 

13 10/2/85 

14 10/2/85 

15 10/2/85 


Type Debit Account 


Check *Rent 
October rent-Chk #1272 


Credit Account 


Checking Account 


Check * Insurance Checking Account 

Blue Cross October premium- Chk #1273 


Deposit Checking Account 
10/1/85 Receipts 


•Sales Revenues 


Check ’Repair and Checking Account 

Pantel Copier Service-Chk # 1274 

Check Notes Payable Checking Account 

Superflex press-Oct pymnt Chk # 1275 

Money ’Operating Supplies ’Petty Cash 

Stamps 

Payable Inventory Accounts Payable 

Schwinn Red Wings-Due 11/3/85 

Check Accounts Payable Checking Account 

Inv #4382-Schwinn Red Wings 


Deposit Checking Account 
Fremont High-Inv # 4820 


Accounts Receivable 


Deposit Checking Account ’Service Revenues 
SX FUERS Racing Bikes Prep. Inv #4872 


Deposit Checking Account 
10/2 & 10/3 Sales Receipts 

Check ’Cost of Goods 
Ck# 4561 - Bandley Supplies 

Check ’Cost of Goods 
Ck# 4542 - Aran Wholesaler 

Check ’Cost of Goods 
Ck# 4560 - Winduct Mfg. 

Check ’Cost of Goods 
Ck # 4589 - Teal Assoc. 


♦Sales Revenues 


Checking Account 


Checking Account 


Checking Account 


Checking Account 


Amount 


1600.00 


840.76 


2370.84 


250.00 


2850.00 


8320.23 


9453.44 


12780.00 


536.20 


3930.72 


4524.97 


567.00 


112.00 


893.00 









Printing Reports 


The Trial Balance 


Date 

Trial Balance 

ABC Corp, Real Estate Management 

1901 12th Avenue 

Jackson, VT 12245 
(505) 555-3200 

Account Debit [+] 

Oct 15, 1985 

Credit!-] 

Checking Account Balance: $23,876.07 

10/1/85 

Rent 


1,600.00 

10/1/85 

Insurance 


840.76 

10/2/85 

Sales Revenues 

2,370.84 


10/2/85 

Repair and Maintenance 


250.00 

10/2/85 

Notes Payable 


2,850.00 

10/4/85 

Accounts Payable 


9,453.44 

10/4/85 

Accounts Receivable 

12,780.00 


10/4/85 

Service Revenues 

536.20 


10/4/85 

Sales Revenues 

3,930.72 


10/2/85 

Cost of Goods 


4,524.97 

10/2/85 

Cost of Goods 


567.00 

10/2/85 

Cost of Goods 


112.00 

10/2/85 

Cost of Goods 


893.00 


Total 

$19,617.76 

$21,091.17 

Petty Cash Balance: $98.60 

Y 10/3/85 

Operating Supplies 


29.95 


Total 

$0.00 

$29.95 

Accounts Receivable Balance: $4,145.00 

10/4/85 

Checking Account 


12,780.00 


Total 

$0.00 

$12,780.00 

Inventory Balance: $50,810.57 

10/3/85 

Accounts Payable 

8,320.23 



Total 

$8,320.23 

$0.00 

Other Assets Balance: $3,688.31 


Total 

$0.00 

$0.00 

Furniture and Fixtures Balance: $8,226.01 


Total 

$0.00 

$0.00 

Equipment Balance: $6,823.75 


Total 

$0.00 

$0.00 
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Sample Transactions 


Need to know how to record a mortgage payment that is part principal and 
part interest? Want to make accrual adjustments at the end of your 
accounting period? If you are not sure how to enter a particular transaction 
using Rags to Riches Ledger, then this chapter is for you. 

This appendix is made up completely of examples of how to use Ledger in 
"real life" situations. Sample transactions are given for the five 
transaction types: 

• DEPOSIT 

• CHECK 

• MONEY 

• PAYABLE 

• TRANSFER 





Sample Transactions 


DEPOSIT TRANSACTIONS 



ACCOUNT. 




Deposit money in 
checking account 

Checking 

(+Asset) 

Sales 

(+lncome) 

Owner deposits 
money into busi¬ 
ness as investment 

Checking 

(+Asset) 

Proprietors 

Account 

(+N/Wth) 

Post invoices for 
goods sold 

Accounts 

Receivable 

(+Asset) 

Sales 

(+lncome) 

Receive payment 
of invoice 

Checking 

(+Asset) 

Accounts 

Receivable 

(-Asset) 

Make a cash sale 

Cash 

(+Asset) 

Sales 

(+lncome) 

Make a charge sale 
(Net 30 days) 

Accounts 

Receivable 

(+Asset) 

Sales 

(♦Income) 

Deposit cash into 
checking account 

Checking 

(+Asset) 

Cash 

(-Asset) 

Record unearned revenues (2 transactions) 



a) Receive pay¬ 
ment for unearned 

Checking 

(+Asset) 

Unearned 

Revenues 

(♦Liability) 


revenues 


b) Record reven- Sales (+Income) Unearned (-Liability) 

ues periodically Revenues 

as earned using 
TRANSFER 
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Sample Transactions 


CHECK TRANSACTIONS 


TRANSACTION 

1ST 

ACCOUNT 

IMPACT 

2ND 

ACCOUNT 

IMPACT 

Write check to 
pay for rent 

Checking 

(-Asset) 

Rent 

(+Expense) 

Write check to pay 
for equipment 

Checking 

(-Asset) 

Equipment 

(+Asset) 

Record payroll (Split transaction) 




a) Write payroll 
check (Net amount) 

Checking 

(-Asset) 

Payroll 

Expense 

(+Expense) 

b) Record salary 
taxes using 
PAYABLE 

Salary Taxes 
Payable 

(+Liability) 

Payroll 

Expense 

(+Expense) 

Buy insurance policy and allocate monthly expenses (2 transactions) 

a) Buy policy 

Checking 

(-Asset) 

Other Asset 

(♦Asset) 

b) Use TRANSFER 
for monthly 
amortization 

Other Asset 

(-Asset) 

Insurance 

Expense 

(+Expense) 

Pay an invoice 

Checking 

(-Asset) 

Accounts 

Payable 

(-Liability) 

Make mortgage payment (Split transaction) 



(Split your payment between principal and interest. Check the amortization 
schedule from your bank to determine how much is principal and interest.) 

a) Principal payment Checking 

(-Asset) 

Mortgage 

Loan 

(-Liability) 

b) Interest payment 

Checking 

(-Asset) 

Interest 

Expense 

(+Expense) 
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Sample Transactions 


MONEY TRANSACTIONS 


TRANSACTION 


1ST 2ND 

A CCOUN T JMEACI A CCO UNT 


I MP ACT 


Buy office supplies Petty Cash (-Asset) Office 
with cash Supplies 


(+Expense) 


Buy inventory and record cost of goods sold (calculated) 

(The kind of business you have will most likely determine when you record 
your cost of goods sold transactions. For example, if you have a service 
or consulting business, you will probably record your cost of goods sold - if 
any - at the same time you record the purchase. However, if you have a 
retail or a wholesale business, you will probably wait and record the cost of 
goods sold when the product has actually been sold. In both cases, the 
actual transactions to be recorded are the same - only the timing is 
different.) 


a) Buy inventory Cash 

with cash Account 


(-Asset) Inventory (+Asset) 


b) Record cost of 
goods sold using 


TRANSFER 


Inventory 


(-Asset) Cost of (+Expense) 

Goods Sold 


Buy inventory and record the cost of goods sold (percentage) 


a) Buy inventory 
with cash 

Cash 

Account 

(-Asset) Inventory 

(+Asset) 

b) Record cost of 
goods sold using 
TRANSFER 

Inventory 

(-Asset) Cost of 

Goods Sold 

(+Expense) 


(Use formula to cal¬ 
culate cost of goods 
sold as % of your 
sales) 
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_ Sample Transactions 

PAYABLE TRANSACTIONS 


TRANSACTION 

1ST 

ACCOUNT 

IMPACT 

2ND 

ACCOUNT 

IMPACT 

Buy office supplies 
on Net 30 terms 

Accounts 

Payable 

(-♦-Liability) 

Office 

Supplies 

(-♦Expense) 

Buy inventory on 
Net 30 terms 

Accounts 

Payable 

(-♦Liability) 

Inventory 

(-♦Asset) 

Buy furniture - 
payment due 
next month 

Accounts 

Payable 

(-♦Liability) 

Fixed 

Assets 

(-♦Asset) 


Buy a company truck and make monthly payments (3 transactions) 


a) Purchase and 
finance truck 
(total purchase 
price) 

Auto Loan 

(-♦Liability) 

Vehicle 

(-♦Asset) 

b) Record down 
payment using 
CHECK 

Checking 

(-Asset) 

Auto Loan 

(-Liability) 

c) Make payment 
using CHECK 

Checking 

(-Asset) 

Auto Loan 

(-Liability) 
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Sample Transactions 


TRANSFER TRANSACTIONS 

1ST 2ND 

TRAN SACTION ACCOUNT IMP AC T ACCOUNT IMPACT 

Withdraw cash Checking (-Asset) Cash (+Asset) 

from checking 


Accept product return (2 transactions) 

a) Return product Cost of (-Expense) Inventory (+Asset) 

to inventory; adjust Goods Sold 

cost of goods sold 

b) Adjust income Cash (-Asset) Sales Income (-Income) 

and cash accounts 


Record Investment Investment (+lncome) Tax Liability (-Liability) 
Tax Credit Tax Credit 

(The Investment Tax Credit (ITC) allows you to decrease your total tax 
liability by subtracting a percentage of the purchase price of certain 
assets. The percentage you should use to calculate your ITC is based on 
the schedule below: 


Deprec i a bl e L ifs 
7+years 
5-7 years 
3-5 years 
less than 3 years 


% of Purchase Price 
10% 

6 . 66 % 

3.33% 

0 . 00 % 


Be sure to consult with your CPA. The tax laws keep changing.) 









Sample Transactions 


TRANSFER TRANSACTIONS (continued) 

1ST 2ND 

TRANSACTION ACCOUNT IMPACT ACCOUNT IMPACT 


Accrue month-end payroll 

(Assume that the end of the monthly accounting period is Tuesday, July 
31; the end of the payroll period is Friday, August 3) 


a) On July 31, 
enter weekly pay¬ 
roll * 40% (Monday 
and Tuesday are 

2 days out of 5 or 
40% of week) 

Salaries 

Payable 

(+Liability) 

Payroll 

Expense 

(+Expense) 

b) On August 3, 
enter weekly pay¬ 
roll * 60% for last 

3 days of week 

Salaries 

Payable 

(-^-Liability) 

Payroll 

Expense 

(+Expense) 

c) On August 3, 
issue paychecks 
using CHECK 

Checking 

(-Asset) 

Salaries 

Payable 

(-Liability) 

Depreciate com¬ 
pany truck 

Accumulated 

Depreciation 

(-Asset) 

Depreciation 

Expense 

(+Expense) 


Please consult your CPA on whether to use ACRS, Straight Line or other 
methods. 
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D 


Using Account Numbers 


Account numbers in Rags to Riches can be used to handle complex 
businesses. You can group expenses by functional departments or by 
product lines and print a separate Income Statement (Profit and Loss) for 
each segment of the business. Companies which are made up of multiple 
businesses can also be set up with Rags to Riches. Financial statements 
can be printed for each individual business or a consolidated statement can 
be printed for the entire corporation. 

You may want to use account numbers even if your business has a simple 
chart of accounts. Account numbers allow you to customize your 
financial statements by ordering, grouping, and subtotaling the accounts. 

Assigning The Account Class And Account 
Number 

Every account in Ledger must be assigned to one of the five account 
classes: Asset, Liability, Net Worth, Income, or Expense. Five buttons 
on the Account window are used to designate the class of an account. 
Select the class of an account by clicking the button beside your choice or 
by pressing the first letter of your choice, for example, "a” for Asset. ( For 
more on account classes , see Chapter 7, "The Enter Menu" and Appendix 
A, "Accounting Basics ".) 




Using Account Numbers 


Account numbers are optional in Ledger. If you do not assign an 
account number, ”1100" will automatically be assigned to all accounts as a 
default. To define an account number, click to place the text entry prompt 
in the Account Number field and enter a 4-digit number from the keyboard. 

The Digits Of The Account Number 

Each digit of the Ledger account number has special meaning as shown 
below: 

1 2 3 4 where: 

S O U U S is the subclass code 

O is the ordering code within a subclass. 

UU is the business unit code (department, product line 
cm* separate business) 

The sections which follow describe the use of each of digit 

Using Subclasses 

The first digit of the Ledger account number designates the subclass. 
Within each account class, such as Assets, you can establish up to 9 
subclasses. For example, you might want to assign your "Current Assets” 
to subclass 1 and your "Fixed Assets" to subclass 2. On printed reports, 
Ledger calculates and prints a subtotal for each subclass. 

The title for each subclass is designated by assigning a number that ends 
with three zeros. For example, create an account with the name "Current 
Assets" and assign the number "1000". The title "Current Assets" will 
print on the Balance Sheet instead of the label "Subotal 1". If you want to 
designate subclass 5 of the expense class of accounts as "Administrative 
Expenses", create the expense account name "Administrative Expenses" 
with the number "5000". 





Using Account Numbers 


The accounts which you set up as subclass labels might look like the 
following: 

Account Account Number 

Current Assets 1000 

Fixed Assets 3000 

Other Assets 5000 

Current Liabilities 1000 

Long Term Liabilities 2000 

Cost of Sales 1000 

Salaries & Related 2000 

Marketing & Related 3000 

Administrative 4000 

Sales Income 1000 

Service Income 2000 

Other Income 3000 
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Using Account Numbers 


Ordering Accounts Within The Subclass 

The second digit of the account number designates the order of the 
account within the subclass. On the printed Income Statement or Balance 
Sheet, the accounts will be listed in the order you specify. 


For example, your Balance Sheet may include the following: 


Assets: 

Account 

£ 

Description 

Current Assets 

1000 

(Heading for subclass 1) 

Cash 

1100 


Cash Equivalents 

1200 


Accounts Receivable 

1300 


Inventory 

1400 


Prepaid Expenses 

1900 


Fixed Assets 

3000 

(Heading for subclass 3) 

Furniture & Fixtures 

3100 


Equipement 

3200 


Land & Building 

3300 


Other Assets 

5000 

(Heading for subclass 5) 

Patents and Licenses 

5100* 


Liabilities: 

Current Liabilities 

1000 

(Heading for subclass 1) 

Accounts Payable 

1100 


Notes Payable 

1200 


Customer Deposits 

1300 


Long Term Liabilities 

2000 

(Heading for subclass 2) 

Mortgage on Land 

2100 


Mortgage on Building 

2200 



By creating account records with the right combination of account 
numbers, you can produce reports that help you analyze your business' 
performance. 

* If a subclass has only one account, you can skip the subclass title record 
by labelling the account 5100 as "Other Assets" and skip account 5000. 
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Using Account Numbers 


Establishing Account Numbers For 
Departments Or Business Units 

The last two digits of the Ledger account number are used to designate 
business units which are sub-components of your business. The way you 
use the last two digits depends on the type of business you have. You 
may want to track functional departments, such as sales, marketing, 
production, etc. If your business has several product lines, you may 
want to track the income and expense associated with each product line. If 
your company is made up of several separate businesses, you can use 
the last two digits to represent each of the individual businesses. You can 
have up to 99 departments (from 01 to 99), product lines or business 
units. 

If you do not need to departmentalize your operations, then always use '00* 
for the last 2 digits of the account number. The account numbers will 
look like T000', T100', ’2100', ’3300', etc. You can have two accounts 
with the same account number and different titles. 

You should define subclasses and sequencing codes to control the ordering 
and subtotaling of accounts, even if you are not separating your accounts 
into business units. The Consolidated Report will print the same 
information (without percentages) as the Income Statement & Balance 
Sheet report. For examples of simple chart of accounts, load the tutorial 
in Chapter 3 and print the Chart of Accounts. 

The sections which follow describe how to assign account numbers for the 
different types of businesses described above. 
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Using Account Numbers 


Product Lines And Departments 

Some businesses are made up of products or lines which have independent 
income and expenses associated with them. The last two digits can be 
used to track the profitability of each product line within your business. 

In this case, you need to itemize both income and expense 
accounts by the profit unit 

For example, the following codes might be assigned in a manufacturing 
business: 


Product Line 

Code 

Radios 

01 

TV's 

02 

VCR's 

03 

Electric Fans 

05 


The codes do not have to be sequential and can be assigned in any way 
which is meaningful to you. 

For each of your expense and income accounts, assign a number that ends 
with the department code ”00". These will be the titles when you print 
consolidated financial statements. The account numbers for the 
consolidated reports will look like the following: 



Using Account Numbers 


Account 
Cost of Sales 
Raw Materials 
Freight & Handling 

Salaries & Related 
Wages 

Fringe Benefits 

Marketing & Related 
Advertising 
Travel 
Direct Mail 

Administrative 

Rent 

Supplies 

Utilities 

Sales Revenue 
Domestic Sales 
Overseas Sales 

Other Income 

Sales of Surplus Parts 

Obsolete Equipment Sales 


Account Number 

1000 Title for subclass 1 
1100 
1200 

2000 Title for subclass 2 
2100 
2200 

3000 Title for subclass 3 

3100 

3200 

3300 

5000 Title for subclass 5 

5100 

5300 

5400 

1000 Title for subclass 1. 

1100 

1200 

2000 Title for subclass 2. 
2100 
2200 




Using Account Numbers 


Next create a separate account for each department for each type of expense 
which that department has. If a department does not have a particular type 
of expense, such as travel, you do not have to create an account for it 
Accounts for the departments might look like the following: 




Radio 

TV 

VCR 

Fan 

Accounts 

£ 

01 

02 

03 

05 

Cost of Sales 

1000 





Raw Materials 

1100 

1101 

1102 

1103 

1105 

Freight & Handling 

1200 

1201 

1202 

1203 

1205 

Salaries & Related 

2000 





Wages 

2100 

2101 

2102 

2103 

2105 

Fringe Benefits 

2200 

2201 

2202 

2203 

2205 

Marketing & Related 

3000 





Advertising 

3100 

3101 

3102 

3103 


Travel 

3200 

3201 

3202 

3203 

3205 

Direct Mail 

3300 

3301 

3302 

3303 

3305 

Administrative 

5000 





Rent 

5100 





Supplies 

5300 

5301 

5302 

5303 

5305 

Utilities 

5400 





Sales Revenue 

1000 





Domestic Sales 

1100 

1101 

1102 

1103 

1105 

Overseas Sales 

1200 

1201 

1202 



Other Income 

2000 





Sales of Surplus Parts 

2100 

2101 



2105 

Obsolete Equip. Sales 

2200 






When you print reports, the Income Statement and Balance Sheet will 
show every account you define, with departmental details. The 
Consolidated Report will only show the first column of accounts, that is 
those with "00” as the last two digits. Finally, for each department. 
Ledger will print a report for each department (each column of the 
illustration above) using only those accounts that have been defined for 
that department 






Using Account Numbers 


Multiple Businesses 

If your business is made up of several separate businesses, you may define 
units as independent companies. Each company will have its own 
checking account, inventories, receivables and revenue generation. In this 
case, you need to define a full set of accounts (assets, liabilities, net worth, 
income and expense) for each unit that you wish to track. 

Use the last two digits of the account number to assign a code to each of 
your business units. Income Statements and Balance Sheet Reports will 
be printed for the individual business units and for the consolidated 
company. 

Examples of separate businesses and the codes you could assign might be: 


Business 

Code 

Printing Business 

01 

Book Store 

02 

Coffee Shop 

03 


Start by setting up the chart of accounts for the Consolidated Report. Use 
two zeros (00) as the department code for the account names. These 
account names will be the labels shown on your consolidated financial 
statements. 



Using Account Numbers 


Suppose your accounts are as follows: 


Account Class 
Assets 


Liabilities 


Income 


Expenses 


Accounts 

# 

Total Current Assets 

1000 

Cash 

1100 

Checking 

1200 

Accts Rec 

1300 

Other Assets 

2000 

Building 

2100 

Land 

2200 

Equipment 

2300 

Total Current Liab. 

1000 

Accounts Payable 

1100 

Notes Payable 

1200 

Total Long-Term Liab. 

2000 

Mortgage 

2100 

Equipment Loan 

2200 

Total Income 

1000 

Sales Income 

1100 

Service Income 

1200 

Other Income 

1900 

Cost of Sales 

1000 

Raw Materials 

1100 

Freight & Handling 

1200 

Salaries & Related 

2000 

Wages 

2100 

Fringe Benefits 

2200 

Marketing & Related 

3000 

Advertising 

3100 

Travel 

3200 

Direct Mail 

3300 

Operations 

5000 

Rent 

5100 

Supplies 

5300 

Utilities 

5400 
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Using Account Numbers 


To capture expenses by business unit, create account numbers like these: 


Accounts 

Total Current Assets 

Cash 

Checking 

Accts Rec 

Other Assets 

Building 

Land 

Equipment 

Total Current Liab. 
Accounts Payable 
Notes Payable 

Total Long-Term Liab. 
Mortgage 
Equipment Loan 

Total Income 
Sales Income 
Service Income 
Other Income 

Cost of Sales 
Raw Materials 
Freight & Handling 

Salaries & Related 
Wages 

Fringe Benefits 

Marketing & Related 
Advertising 
Travel 
Direct Mail 

Administrative 

Rent 

Supplies 

Utilities 




1000 

1100 

1101 

1200 

1201 

1300 

1301 

2000 

2100 

2101 

2200 

2201 

2300 

2301 

1000 

1100 

1101 

1200 

1201 

2000 

2100 

2101 

2200 

2201 

1000 

1100 

1101 

1200 

1201 

1900 

1901 

1000 

1100 

1101 

1200 

1201 

2000 

2100 

2101 

2200 

2201 

3000 

3100 

3101 

3200 

3201 

3300 

3301 

5000 

5100 

5300 

5301 

5400 

5401 


Bookstore CoffeShoo 

1102 

1103 

1202 

1203 

2102 


2202 

2303 

1102 

1103 

2102 

2203 

1102 

1103 

1902 

1903 

1102 

1103 

1202 

1203 

2102 

2103 

2202 

2203 

3102 

3103 

3302 

3303 


5103 

5302 

5203 

5402 

5403 
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Using Account Numbers 


To eliminate intra-company transactions, you will need to setup a dummy 
company and reverse post all intra-company transactions against the 
dummy company's set of accounts. In effect, the dummy company will 
have negative income, expenses, assets and liabilites reflecting the amount 
of intra-company transfers to adjust the consolidated total to the correct 
year end figures. 

As an alternative, you can setup a Ledger Chart of Accounts for each 
company you own and maintain the books separately. You can store as 
many sets of books on one disk as the capacity of the disk will allow. To 
consolidate the results of your multiple companies, use the Copy 
Accounts command to move the account totals for each book to a 
spreadsheet. Then use the spreadsheet commands to total and format the 
report to suit your particular needs. 
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Creating Your Own Logo 


In order to create your own logo, you need a Macintosh utility called 
"Resource Editor". If you do not have it, check with your dealer. 

Insert the disk with Resource Editor and your Ledger Work Disk. 
Double-click to open the Resource Editor icon. Select Open from the 
File menu. A box will appear. Locate your Ledger Work Disk filename 
and double-click to open it 

A window titled "Ledger" will appear with nine items in it. Double-click 
to open the one labeled "ICON". 

A window titled "Icon" will appear with three items in it. You will: 

• Edit the icon labeled "256" to create a Single logo or 

• Edit "256" and "257" to create a Double logo. 

Double-click to open "256". A box will appear with the Rags to Riches 
logo in it. (This is the logo that appears on the tutorial reports.) This 
box is 32 dots wide. A printed image is 3/8" wide. Click Clear and the 
logo will disappear. (Click Cancel to return to the Icon window.) 



Creating A Logo __ 

Click with the mouse the create your logo. An actual-size image of your 
design will appear to the right of the box as you work. When you finish 
the design, click OK and you will return to the Icon window. 

If you want a Double logo, open "257" to complete your design. 

"257" is also 32 dots wide. "256" and "257" combined is 64 dots. The 
printed image is 3/4" wide. 

Select Save from the File menu. 

Select Quit from the File menu and you will return to the Finder. 

The next time you print a Ledger report, your logo will appear in the 
upper left comer. 
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Ledger Command Reference 



Enter Show Rction 


Copy Recounts : : 

cut xh 

Copy xc 

Paste xu 

Clear XB ; : ^ 


Preferences 


r * File Edit 


Show Rction 


New Oata XI 

New Recount X2 
OPTIONS X5 


About Recounts... 
Rbout Data Types... 




6 File Edit Enter Show 


Post data XP 

Reverse data XR 
Cancel data 
Post recurring 


Search 


































































































































































































































































































































































































































































































Glossary 


account 

A record maintained in a ledger for each individual item that affects 
your financial position. There are five types of accounts: asset, 
liability, net worth, income and expense. Financial reports are 
prepared from the balances in these accounts. 

accounting 

A term used to refer to the recording of transactions, the preparation 
of periodic reports, and the analysis of those reports. 

accrual 

An accounting method used to record revenues and expenses in the 
accounting period in which they occurred. If necessary, adjustments 
are made to transactions that overlap at the beginning of the next 
accounting period. 

accounts payable (A/P) 

A liability account that holds all invoices or bills that you owe 
for purchases made on credit terms. 

accounts receivable (A/R) 

An asset account that holds all invoices or charges that are owed to 
you and that you must collect. 

active window 

The ffontmost window on the desktop; the window where the next 
action will take place. An active window's title bar is highlighted. 





_ Glossary 

Alarm Clock 

A Macintosh desk accessory under the 4 menu used to set the current 
date and time. 

asset 

Anything that you own of value including cash, inventories, 
property, trust funds, insurance policies, retirement accounts, 
businesses, and estates. Copyrights, patents, and certain ideas may 
also be assets. (See also current assets) 

audit 

To review transactions for the purpose of gathering information or 
tracking and correcting errors. 

audit trail 

The report that gives detailed information about transactions for a 
single account An audit trail provides a step-by-step history of an 
account for the purpose of gathering information or tracking and 
correcting errors. 

auto search 

a field where Rags to Riches has implemented clairvoyant search. 

See also Clairvoyant Search below. 

back up 

To make an extra copy of a disk in case the original is lost or 
damaged. 

balance sheet 

A financial report that summarizes the assets, liabilities, and net 
worth of a business as of a certain date. 

books 

The financial records that are kept for an individual business. A set of 
books may include accounts and transactions for general ledger, 
accounts receivable, accounts payable, and original entry sales 
journals. 
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__ Glossary 

button 

Part of the dialog box that is clicked to choose a transaction type, 
account class, subclass, or totals view. 

clairvoyant field 

In Rags to Riches windows, a double-lined field used to locate 
accounts. As you begin to type the name of an account in a 
clairvoyant field, the program makes intelligent guesses as to which 
account you want and displays a complete name in an adjacent echo 
field. 

clear 

To close an outstanding transaction recorded earlier, indicating it has 
been paid. For example, checks are cleared when they are returned by 
the bank marked as paid. 

click 

To position the pointer on something, then press and quickly release 
the mouse button. 

clock 

A desk accessory that displays the current date and time. The date in 
Rags to Riches Ledger is automatically set using this clock. 

close 

To clear a window from your desktop by clicking the closer box. 

close box 

The little square on the left side in the title bar of an active window. 
Click it to close the window. 

command 

A word or phrase, usually in a menu, describing an action for the 
Macintosh to perform when selected. A command can also be selected 
by using a combination of the Command key and a character key. 

credit 

To post a transaction to the right-hand side of a ledger account 
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current assets 

Assets, such as accounts receivable and inventories, that will convert 
to cash within one year. 

current liabilities 

Obligations or debts due within one year. 

debit 

To post a transaction to the left-hand side of a ledger account. If an 
asset or expense account is debited, the balance will decrease. If a 
liability, income, or net worth account is debited, the balance will 
increase. 

depreciation 

Expenses that cover the wear and tear and obsolescence of long-life 
assets such as buildings and machinery. 

desk accessories 

"Mini-applications” that are available from the Apple menu 
regardless of which application you are using. Examples are the 
Calculator, Note Pad, Clock, and Puzzle. 

disk 

The magnetic medium on which the Macintosh stores information. 
Macintosh uses a 3 1/2 inch, hard-shell disk. 

double-click 

To position the pointer where you want an action to take place, then 
press and release the mouse bottom twice in quick succession without 
moving the mouse. 

drag 

To position the pointer on something, press and hold the mouse 
button, move the mouse and release the button. 

echo field 

Adjacent to the Clairvoyant (auto-search) field is a dotted line field 
echoing the results of your account search. 
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expense 

The cost of doing everyday business. 

Finder 

An application that is always available on the desktop which is used 
to manage documents and applications, to access and keep track of 
information on your disks. 

fixed assets 

Assets that you commit for long term use. Buildings 
and heavy equipment are considered fixed assets. 

fixed expenses 

Expenses that do not vary with business volume in the short term. 
Rent and lease payments are considered fixed expenses. 

gross margin 

Gross margin is the difference between selling price and the cost of 
goods sold. This is particularly important to a manufacturing conem 
and retailers. Gross margin is mostly expressed in percentages. 

hardware 

The Macintosh itself, plus any other pieces of equipment (such as 
printers, disk drives, keyboards, etc.) that you can see or touch. 

highlight 

To make something visually distinct from its background when it is 
selected. 

icon 

A graphic representation of an object, an concept, or a message. 

income 

All taxable and nontaxable money received from the sale of goods or 
services. 

income statement 

Primary financial report that reflects income (sales) and related 
expenses for the same period. It is sometimes called the Profit and 
Loss Statement. 
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journals 

Books where original records of transactions are entered, often referred 
to as "books of original entry". 

ledger 

"Book of final entry" in which accounts and associated transactions 
are maintained. Usually transactions are first recorded in journals by 
type (such as Accounts Payable and Accounts Receivable) and then 
posted to ledger accounts at the end of the accounting period. 

liability 

What you owe others. (See also current liabilities) 

load 

To put a program in Macintosh’s memory and run it by clicking the 
icon that represents it and choosing Open from the File menu. 

memory 

The place in the Macintosh main unit that stores information while 
you are working with it. Information is stored there only 
temporarily. It clears when you turn the Macintosh off. 

menu 

A list of commands that appears when you point to and press the 
menu title in the menu bar. Dragging through the menu and 
releasing the mouse buttom while a menu item is highlighted 
chooses that item. 

mouse 

A small device you roll around on a flat surface next to your 
Macintosh. When you move the mouse, the pointer on the screen 
moves correspondingly. 

mouse button 

The button on the top of the mouse. In general, pressing the mouse 
button initiates some action on whatever is under the pointer and 
releasing the button confirms the action. 



_ Glossary 

negative balance 

Negative balance results when more money has been taken out than 
was put in. 

net profit 

Amount of money available after expenses have been deducted from 
total income. 

net worth 

The book value of your assets minus your liabilities. This means the 
total of owner's investments and retained earnings. 

offset account 

This is the second account of a transaction. For example, in a 
deposit, the second account is typically a revenue or accounts 
receivable account. They are also called Offset Accounts. See also 
Primary Account. 

open 

To open a window from an icon so you can view a document or 
directory. 

pointer 

A small shape on the screen that tracks the movement of the mouse. 

post 

To record a transaction officially into a ledger, 

preferences 

A command in Rags to Riches which allows you to choose to how 
the program should work for you and how printed reports will look 
and be generated. 

primary account 

This is the first account of a transaction. For example, in a deposit, 
the first account (or Primary account) is the Checking Account. See 
also Offset Account. 
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RAM 

Short for Random Access Memory. The memory inside the 
Macintosh that can be directly accessed by the computer. RAM is 
only a temporary storage place while the computer is on. All data 
in it clears when you turn the computer off. 

read 

The process of retrieving data from the diskette where the data has 
been previously stored. 

retained earnings 

Profits over the years that have been put back into the business 
and have not been distributed as dividends. The owner's original 
contribution plus retained earnings, constitutes the business’ net 
worth. 

return key 

A key that causes the insertion point to move to the beginning of 
the next line. It is also used in some cases to confirm a command. 

revenue 

Income received from the sale of goods or services, 

save 

To store information on a disk. 

scroll 

To move a document or directory in its window so that a different part 
of it is visible. 

scroll box 

The white box in a scroll bar. The position of the scroll box in the 
scroll bar indicates the position of what is visible relative 
to the entire document. 

select 

To pick a command from a menu by dragging, 

size box 

A box on the bottom right of some active windows that lets you 
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resize the window, 

software 

Programs, or instructions for the Macintosh to carry out. The 
Macintosh reads these instructions from disks inserted into the disk 
drive. 

startup disk 

A disk with all the necessary files to use the Finder and Rags to 
Riches Ledger. 

title bar 

The horizontal bar at the top of a window that shows the name of the 
window’s contents and lets you move the window. 

transaction 

An action involving the ledger accounts that affects the financial 
position of a business. 

window 

Displays information on a desktop for you to view. Windows can be 
opened, closed, and moved around. 


write 

The process of saving data on a diskette or other storage media. 
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About Accounts... Command 3-5,7-17 
About Data Types... Command 7-6 
About Ledger... Command 5-2 
Account 

balances 3-5,4-8, 7-19 

classes 3-4, 3-11, 4-7, 7-17, 7-16, 8-5, Appendix A 
editing 7-23 
entering 3-4,4-7, 7-19 
first 3-8, 7-7 
names 2-4,3-4,4-7,7-15 
numbers 2-4, 3-5,4-7, 7-17, 7-18, Appendix D 
offset 3-9, G-7 
posting 3-10,4-8, 7-20 
primary 3-8, G-7 
second 3-9, 7-8 
selecting 7-21, 8-3 
viewing 3-11,8-2 
Account List Report 5-12 
sample of B-2 

Account Window 3-4, 3-6, 4-7,4-9, 7-14, 7-21 

Action Menu 7-13,9-1 

Alarm Clock 2-4, 5-10 

All Button 3-13,8-7 

Amounts 3-8, 7-8 





Asset Account Class 7-16, Appendix A 
Audit Account Command 8-5 
Audit Journal 5-13 
sample of B-3 
Audit Trail 5-13 

Audit Window 3-13, 3-14, 8-5, 8-6, 9-4 
Auto Search 3-7, 3-8, 3-9,7-21 

-B- 

Backing Up Data 2-3, 5-3 
Backup Disk 2-2, 2-3, 5-5 
Balance Sheet Report 3-16, 3-18,4-10, 5-10, 5-11 
sample of 3-18, B-4 

-c- 


Cancel Data... Command 7-11,9-4 
Chart of Accounts 4-10, 5-10, 5-12 
sample of B-5 

Chart of Accounts... Command 8-2 
Check Transactions 7-4 
samples of C-3 
Clairvoyance 3-7, 7-21 
Clear Button 

on Account window 3-4, 7-23 
on Data window 7-11 
Clear Command 6-5 
Clear Item Button 3-13, 8-7 
Clearing Report Format 5-19 
Clearing The 

Account window 3-4, 7-23 
Data window 7-11,9-4 
Clearing Transactions 3-9,7-9, 8-8 
Closing Accounting Periods 5-7 
Month End 5-8 
Quarter End 5-8 
Year End 5-9 



Commands 

reference - Appendix F 
selecting 2-4 

Company Name And Address (yours) 4-6, 7-24 
Control Panel 2-4, 5-10 

Controlling Transactions Displayed and Printed 5-9, 8-7 
Copy Accounts Command 6-2 
Copy Command 6-5 
Copying 

account names 6-3 
account numbers 6-4 
Cut Command 6-5 

Current Balance (on Account window) 3-5, 7-19 
Current Totals (on Summary window) 8-3 

-D- 

Data Window 3-7,3-8,3-9,3-10,3-11,7-2,7-11,8-10, 9-2, 9-3 
Date 

importance to closing 2-5 

resetting to control transactions displayed and printed 5-10 
on transactions (Data window) 3-10, 7-9 
Debit/Credit Column Heading 8-6 
Deleting Cleared Transactions 5-21 
Departments (See Appendix D) 

Deposit Transactions 7-4 
samples of C-2 
Disbursements Journal 5-14 
sample of B-6 

Dollar Formatting With Copy Accounts Command 6-3 
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Echo Field 3-7 
Edit Menu 6-1 
Editing 

accounts 7-23 
transactions 7-12 
Enter Menu 7-1 




Entering Accounts 3-3,4-6,7-14 
account class 3-5, 4-7, 7-16 
account name 3-4, 4-7, 7-15 
account number 3-5, 4-9, 7-17 
beginning balances 3-5,4-8, 7-19 
transactions 3-6 
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company name and address (yours) 4-6, 7-24 
logo 4-6, 7-24 

Entering Transactions 3-6, 7-2 
amount 3-8, 7-7 
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date 3-10, 7-9 
memorandum 3-10, 7-9 
offset account 3-8, 7-8 
primary account 3-8, 7-7 
recurring 3-10,7-10 
transaction type 3-7, 7-3 
Exiting Ledger 3-19, 4-11, 5-21 
Expense Account Class 3-5, 7-17, Appendix A 

-F- 

File Menu 5-1 

First Account (on Data window) 3-8, 7-7, G-7 
Fonts 5-17, 5-18 
Formulas 7-8 

From Button 3-13, 5-9, 5-13, 8-7 

-G- 

Gross Margin 3-12,4-5,6-6 

-H- 

Hardware Requirements 2-1 
Help For... Command 3-3, 5-3 
Help On 




account classes 3-5,7-17 
transaction types 7-6 
windows 3-3, 5-3 

-i- 

Income Account Class 7-16, Appendix A 
Income Statement 3-17,4-10, 5-10, 5-11 
sample of 3-17, B-7 

-L- 

Liability Account Class 7-16, Appendix A 
Loading 

Ledger 4-3 
tutorial 3-2 

Logo 4-6,7-24, Appendix E 

-M- 

Memorandum (on Data window) 3-10,7-9 
Memory Available 8-10 
Menus 2-4, Appendix F 
Merge Command 5-5 
Merging Data From Other Modules 5-5 
Message Onscreen 4-5 
Mistakes, correction of 4-7, 7-23 
Money Transactions 7-5 
samples of C-4 

Month End Date, setting of 5-9 
Month End Update 5-7 
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-N- 

Naming Your Data File 4-9, 4-10, 5-4 
Net Worth Account Class 7-16, Appendix A 
New Account Command 4-6, 7-15 
New Data Command 3-6 
Number Of 

accounts entered 8-10 
transactions entered 8-10 


-o- 

Offset Account 3-9, 7-8, G-7 
Options Command 4-6, 7-24 
Options Window 4-6, 7-23, 7-24 

-p- 

Paste Command 6-5 
Payable Transactions 7-5 
samples of C-5 
Post Button 

on Account window 3-6, 4-9, 7-20 
on Data window 3-11, 7-10 
Post Data... Command 9-2 
Post Recurring Command 9-7 
Posting 

accounts 3-6, 3-10, 4-8, 7-20 
transations 3-11, 7-10,9-2 
Preferences 4-1,4-4, 4-5, 6-6 
Primary Account 3-8, 7-7, G-7 
Print Options 4-5, 6-6 
Print Setup Command 5-17 
Print... Command 3-15,4-10,5-10 
Printing Reports 3-15, 3-16, 5-10 (see Reports also) 
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Quarter End Update 5-8 

Quarter-To-Date Balance (on Account window) 3-5,7-19 
Quarterly Totals (on Summary window) 8-3 
Quit... Command 3-19,4-11,5-20 

-R- 

Rags to Riches Accounting Series 1-3 
Receipts Journal 5-14, B-8 
Recurring Journal 5-15, B-9 
Recurring Transactions 3-10, 7-10, 9-7 
Report Format 5-17 
Reports 

Account List 5-12, B-2 
Audit Journal 5-13, B-3 
Balance Sheet 3-18,4-10, 5-10, B-4 
Chart of Accounts 4-10, 5-10, B-5 
Disbursements Journal 5-14, B-6 
Income Statement 3-17, 4-10, 5-11, B-7 
Receipts Journal 5-14, B-8 
Recurring Journal 5-15, 9-7, B-9 
Sales Journal 5-15, B-10 
Transaction Journal 5-16, B-ll 
Trial Balance 5-12, B-12 

Reset Date for Controlling Transactions Displayed and Printed 5-10 
Reverse Data Command 7-13, 9-3 
Reversing A Transaction 7-13, 9-4 
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Sales Journal 5-15, B-10 

Sample Transactions C-l 

Save & Continue... Command 4-9, 5-3 

Saving Data 4-9, 5-3 

Screen Options 4-5, 6-6 

Search Command 9-5 

Search Window 7-22, 9-5 

Searching For An Account 7-21, 9-6 

Second Account (on Data window) 3-9, 7-8, G-7 

Selecting 

account classes 3-4, 3-11, 7-16, 8-5 
accounts on Account window 7-21 
accounts on Audit window 8-4 
accounts on Data window 7-7 
accounts on Summary window 8-3 
commands 2-4 
templates 4-2 
transactions 7-7, 8-6 
transaction types 3-7, 7-3 
Show Menu 8-1 
Show On Screen 5-10, 5-16 
Sizes 5-17,5-18 
Software Requirements 2-1 
Status Command 8-10 
Status Window 8-10 
Styles 5-17,5-18 

Summary Window 3-3, 3-12, 7-21, 8-4 
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Templates 4-2 
Today Option 5-13 
Transaction Journal 5-16 
sample of B-ll 
Transaction Types 3-7, 7-3 
check 7-4 
deposit 7-4 
money 7-5 
payable 7-5 
samples of C-l 
transfer 7-5 
Transactions 
amount 3-8 
clearing 3-9, 7-9, 8-8 
editing 7-12,8-9 
entering 3-6,7-2 
number of 8-10 
posting 3-6, 3-10, 7-10, 9-2 
recurring 3-10 
reversing 7-13, 9-3 
selecting accounts for 7-7 
selecting to view 8-6 
voiding 7-12 
viewing 3-11 
Transfer Transactions 7-5 
samples of C-6 
Trial Balance Report 5-12 
sample of B-12 
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Update... Command 5-7 

-v- 

Version Number 5-2 
VOID Accounts 4-7 
Void Button 7-12 
Voiding Transactions 7-12 

-w- 

Work Disk 2-2, 4-3 

-Y- 

Year End Update 5-9 

Year-To-Date Balance (on Account window) 3-5,7-19 
Yearly Totals (on Summary window) 8-3 
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END USER LICENSE AGREEMENT 


NOTICE: CHANG LABS PROGRAMS (LICENSED PROGRAMS) 
ARE SOLD ON THE CONDITION THAT THE END USER AGREES 
TO THE FOLLOWING: 

1. This product, both in printed and program form, is protected by 
United States and worldwide copyrights. 

2. Each program license granted under this Agreement authorizes the 
End User to use the Licensed Program in any machine readable form 
on any single computer system. A separate license is required for each 
System on which Licensed Program will be used. 

3. End User may make copies of the Licensed Program for back-up 
purposes for designated system only. There shall be no more than five 
(5) back-up copies in existence under any license at any one time without 
prior written consent from Chang Labs. Any further copying is illegal. 

4. When End User receives this product from supplier, the purchase 
acts as a license to use the Licensed Program. The Licensed Program 
shall remain the property of Chang Labs. This license may be revoked 
by Chang Labs at any time if End User is found to be in breach of the 
copyright laws, any other statutes pertaining to software use, or any 
part of this agreement. 

5. Chang Labs makes no warranties with respect to the Licensed 
Program in the performance or accuracy of data of any kind nor for 
resulting consequential damages, whether through loss or inaccuracy 
of data of any kind nor for any consequential damages resulting even 
if Chang Labs has been advised of the possibility of such damages. 

6. Chang Labs may, from time to time, revise the performance of its 
products and, in so doing, incur no obligation to furnish such revisions 
to End User. (No update, customer service, or newsletter distribution 
can be provided unless the enclosed Owner Registration Card is on 
file at Chang Labs.) 

7. End Users should obtain customer service from the dealer or supplier. 
It is Chang Labs’ customary practice to provide reasonable assistance and 
support in the use of products to its customers when the question or 
problem cannot be resolved by the dealer. 












Chang Labs 


5300 Stevens Creek Boulevard, San Jose, CA 95129 (408) 246-8020 
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